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System Overview

Budget Automation System (BAS) version 7.0.0

EPA's Office of the Chief Financial Officer (OCFO) uses BAS to house resource ($/FTE)
and performance (Annual Performance Goals and Performance Measures) information
within the Agency-wide strategic planning framework (Goals, Objectives, Sub-objectives
and Strategic Targets).

They use BAS to support all Agency budget evolutions, including budget planning,
budget submission to OMB and Congress, developing the budget Operating Plan, and
budget execution.

System Navigation

ACCESSING SCREENS
o0 Click on the corresponding screen icon in the toolbar.
OR
0 Select File on the menu bar, then Open or Edit, and the desired screen name.

TOOLBAR
The user may display the tool bar somewhere else on the screen besides the top.

Right click anywhere on the tool bar and see this dropdown menu:

File Edit Security Management Reparts  APG Grp, Maint.  Budget Maintenance Data Maintenance Distribute  KPfRes Link  Data Import  Help

”.% & . B . @ BBy .® @ . &. % 2 5 K

Wor Scloction  Planning  FesourceE/E MY Res BB Modeling sdHocReper| o FrameBar FERS APGEIE Intranet  LogCn Leg OFF Exit

Left

v Tap
Right
Biotkam

Floating

¥ Show Text
v Show Power Tips

Select the desired location (left, top, right, bottom, or floating) from the menu.

STATUS BAR

The status bar will appear at the bottom of all screens the user opens. The User can
look to the status bar for very useful information.

The first field in the status bar will generally say Ready, informing the user the system is
ready for viewing or updating. The first field can give other descriptive information.

For example, if the user moves the mouse to one of the screen icons, the first field will
say Opens Resource Screen.

The second field in the status bar tells the user which system screen is being
displayed.

The third field in the status bar displays the User Name that was entered upon logging
onto the system.
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The fourth field in the status bar displays the User Type of the user that is logged onto
the system. NPM Users will see "NPM" displayed in this field in the status bar. AHH
Users will see "AHH" displayed and similarly, AHR Users will see "AHR" displayed.

The fifth field in the status bar displays the user's access rights to the screen that is
currently open.

For example, if the user has the Resource Screen open with the selected NPM, this field
will display "Edit" to signify the user's update rights to that NPM. If the user does not
have edit rights to a screen, "View" will be displayed in the status bar.

The last field in the status bar displays the selected Fiscal Year, Cycle, and Version
information. For example, if you selected 1999 PRS 2.0 President's Budget, this will
be displayed in the status bar.

BAS User Types

The Budget Automation System has the capability of limiting different users to varying
levels of data access. There are seven different user types: Superuser, OC User, OPAA
User, NPM User, AHH (Headquarters Allowance Holder) User, AHR (Regional
Allowance Holder) User, and View Only User.

SUPERUSER

Superusers are the system administrators who have access to all data and functions of
the system.

OC USER

An OC User may view all data but may only update assigned data and may also have
access limited to certain versions.

OPAA USER

Office of Planning Analysis and Accountability user. Normally responsible for
maintaining strategic planning information, including SubObjective evaluation criteria.

NPM USER

NPM Users may view all data in NPMs and versions to which they have been assigned
VIEW access. NPM Users may view and update data in NPMs and versions to which
they have been assigned UPDATE access.

ALLOWANCE HOLDER USERS

Allowance Holder users may view all data but only update assigned data. They may
also have access limited to certain versions.

Two Allowance Holder User types exist: Headquarters Allowance Holder (AHH) and
Regional Allowance Holder (AHR). Different records are available for viewing and
updating depending upon the AH User type.

VIEW ONLY USER

View only users can view all data, with the exception of budget versions assigned as "No
Access" by a Superuser.



Bas Basics

User Logon

See also:
Logoff/Exit
Change Password

To access any data within BAS, users must first log on to the system. The logon
screen is displayed when first launching the system, and can also be selected through
the "Log On" toolbar icon of the main system toolbar. This icon is only available after
first logging off the system.

_{ol x|

Welcome to EPA Budget Automation '::'fl'i:&'\i‘
System RN P

LN

Uszer Name:l l
Passwurd:l I

m

Enter your user name in the User Name box.

Enter your password in the Password: box.

Click OK.

Note: The user name and password fields are case sensitive.

Base Version Selection

During the budget development process, each version created reflects a different
period in the process. In order to view and/or update the appropriate information, it is
essential that the user know precisely which budget version to access.

0 Click == on the toolbar;
OR

0 Select File>Version>Version Selection from the main menu;
OR

o PressCtrl +V.
The following box will appear:
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1! EPA BAS ¥ersion Selection x|

S EPA i
1L RO L]
__V Aoy

Select a verzion for this seszsion ___ I

2.0 - September 2000 Strategic Flan
&
T 0

2002

m T residential Budget [Mew 5P

Select a Strategic Plan, Fiscal Year, Cycle, and Version from the dropdown lists.
Click Select.
Note: The version selected becomes the default (base version) for the current session.

For example, if the user selects 1999 PRS 2.0 FY99 President Budget, when the
Resource Screen is accessed it will be populated with 1999 PRS 2.0 resource
information. When the user opens single version screens (i.e. APG Edit/Browse
Screen, Resource Edit/Browse Screen, Standard Reports Screen) 1999 PRS 2.0 data
will be displayed.

If a base version is not selected upon initial entry into the Budget Automation System,
the Version Selection Screen will automatically appear whenever a screen that
requires a version selection is accessed.

To change versions, follow the same steps as for selecting the initial base version.

Logoff/Exit

To complete your BAS session, logoff from the session prior to closing out the BAS
application as follows:

[
rY:
0 Click =22 | on the toolbar or select the File / Logoff menu item.
J:!_+
o Click —=*__| on the toolbar or select the File / Exit menu item

Change Password

Users may change their password at anytime, but will be prompted by BAS to revise
their password if it has not been updated in 90 days.

The user may proactively change their password by selecting Security>Change
Password from the menu to reach this screen:



Planning Screen

1 ! Password Change x|

Old Password: I |=<=<===<x=<x

Hew Paszsword: I I

Venfy Hew Paszword I I

Cancel

0 Enter a new password (cannot be the same password)
o Verify the password by entering it again
0 Click OK.

NOTE: New BAS users will be prompted to change their password immediately after
their first logon.

Version Status

Version Status Screen

The Version Status Screen displays information about each version in the Budget
Automation System. Only a Superuser has update rights to this screen; however, all
other users have view access.

To access the Version Status screen:

]
0 Click the | -¥***= | jcon (on a dropdown from the Version Selection icon)
OR
0 Select File>Version>Version Status from the menu
OR

0o PressCtrl+T
SELECT A STRATEGIC PLAN

¥ Yersion Status Scresn

S trategic Plan: '- - Seotember 2000 Stratz oo Plan ;I

The default version of the Strategic Plan will appear in the window. To view the status
of an alternate plan, select the desired Strategic Plan view using the dropdown menu.
This selection will have no affect on the base budget plan version.
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VIEWING DATA STATUS

4l Yersion Status Soreen x|
Shategic Plan: "29 - Gephemier 2000 Skategie Plan - Henombzrsd 2 LI ¥ Changs Tracking Enabled
D oliarz FIE APG PM Fcy Program =]
2002 0OMe
1.0 FrE002 Cumerit Servicas COWFLETE? o || HOT REQUIRED o | GOMPLETED o || SOWPLETED o |[COWFPLETED o
1.7 Cong Add: [bazed an 1TFE] - - = - py WY
1.2 Fr'N General Reducton [besed an 00C - - - - - | IMFAT
1AFYIN Fres Bud with Direched Cong Cioar W PRPomEes o [T FRCaREss o | W PRCGR b [ HPROGRESS o || 6 PROGREs
' ' [ <] j x|
2.0 Cuirent Servces: above baseine - -
2002 OHEB
1 0 Pap Pericd O On-B oz - - - - -
8.0 Pap Pericd 08 On-B ozrds - - - - -
90 Pap Pericd 03 OreBosrds Ll - - - -
Uszer Type Acce:: Rights ﬂ Co b
\ - - :
HEH Viek 2001 Pres Bud wiiecled congressond chanpes [chmste change. stclwith a piorston to bt aprop _-_]
&HR e x torak: 1 2001 less comaressicnal addons, Than
AHH Mo Acosss -
ac imm | -
4 | | 3 d

A grid is displayed with each version and the various types of data in the version
(Dollars, FTE, APG, PM, and Key Programs). The status of each type of data is
displayed as Completed, In Progress, or Not Required. The data status is an
indication of what stage the users are at in entering and updating information for that
particular version.

CHANGE TRACKING ENABLED

When the checkbox labeled Change Tracking Enabled is checked, BAS will log any
changes made to the Version Status grid. The user will be prompted for some reason
for the desired change, and a log of user ID, date, and time of the change will be
maintained. Only SuperUsers may check or uncheck the Change Tracking Enabled
checkbox.

VIEWING USER TYPE ACCESS RIGHTS

User Tppe Access Rights -
O=DFLD Mo Accoss

Commcnta:
This warzirnis fre MRz b =eter Baer =% 20N Prezicent's Fudoe

LA Mo hrress procrams and AFGz/~Ma  Thiz version ~az coped over frem thc

oS0 Mo Access: resourse targelzschances: for MPR st make a'e explained ik the

M Mo Aooess SBCzand Rac. Comphollers. Resource changes/lamets aie alx
Cak to Ads 3a anplaiving inal 2zesbacs dacizichs.

BIS Ma becess ;I

A

At the bottom of the Version Status Screen, the user can view the Access Rights each
User Type has to a particular version. The Access Rights are: Update, View Only,
and No Access. The User Types are: NPM, OC, OPAA, HQ AH, and RG AH.




Planning Screen

COMMENTS

A Comments box is displayed in the bottom right side of the screen to display
comments about each version.

Planning Screen
View Goals/Objectives/SubObjectives/Strategic Targets

See also:
a View Goal/Objective/Subobjective /Strategic TargetsTitle and Summary
Information

o Review/Update Subobjective Evaluation Criteria

The Planning Screen allows the user to view Agency-Wide Goals, Objectives,
Subobjectives and Strategic Targets. Evaluation Criteria and Sensitive Population
information can also be viewed from this screen.

TO ACCESS THE PLANNING SCREEN:
=

Click the ™™ | hytton on the toolbar
Select File>Open>Planning on the menu.
Press Ctrl + P

STRATEGIC PLAN DISPLAY

Strategic Plan information is displayed at the top of the screen.
Select a Strategic Plan from the drop-down box.

PLANNING TREE

Agency-Wide Goals, Objectives, Subobjectives and Strategic Targets are displayed in
a tree-style view. The planning tree is a useful way of viewing the hierarchical
relationships between Goals, Objectives, Subobjectives and Strategic Targets.
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Ay EPA BAS - [EPA Budget Automation Syste

.F|Ie ﬁ‘“‘&t Security  Management Reports  APG Grp, Malnt Budget Maintenance Data Mainkenance  Distribute  KPfRes Link  Data Impol

H”f% & . W . & B .MU . F. % o 5 W

Wer Seleckion Flanning  Jezource EIE MY Res EVB Madeling  AdHoc Repar Create PRz APGE/E Inkranct Leg O Lag OFF Exit

Strategic Plan: || 3.0 - September 2003 Strategic Plan vI [~ Change Tracking Enabled

g 3.0 - September 2003 Strategic Flan
Elm G 01 - Clean Air and Global Climate Change
L‘_I. 007 - Healthier Dutdoor Air

01 - More People Breathing Cleaner Air

,_. 5T 01 - Reduce Stationary Source Emizsions of Sulfur Dioxide
P e E2s 57 02 - Reduce Mobile Source Emissions of Nitrogen Oxides
-l 5 02 - Reduce Risk from Tosic Air Pollutants
(02 - Healthier [ndoor Air
03 - Pratect the Ozone Layer
04 - R adiation
05 - Reduce Greenhouze Gas [ntenzity
(E - Enhance Science and Research

04 - Health}l Communities and Ecospstems
05 - Compliance and Ervironmental Stewardzhip

e I O e B e
TR R
mETETRnr
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".A.'F
|_
[T}
=
[y
I
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o
<<
o
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=
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=
[y
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=

CHANGE TRACKING ENABLED

When the checkbox labeled Change Tracking Enabled is checked, BAS will log any
changes made to the Goals, Objectives, SubObjectives and Strategic Targets. The
user will be prompted for some reason for the desired change, and a log of user ID,
date, and time of the change will be maintained. Only SuperUsers may check or
uncheck the Change Tracking Enabled checkbox.

EXPANDING THE PLANNING TREE

o Double click on the Goal to view all associated Objectives.

o Double click on the Objective to view all associated Subobjectives.

OR

o Single click on the “+' sign next to the Goal

o0 Single click on the “‘+' sign next to the Objective
COLLAPSING THE PLANNING TREE

o] Double click on the Objective or Subobjective.

OR

o Single click on the “-* sign next to the Goal or Objective.

View Title and Summary Information

Users can view title and summary information for each Goal, Objective, Subobjective
and Strategic target in the Planning Screen tree.

Note: Only Superusers have update rights to Goal, Objective Subobjective and
Strategic target titles and statements. AH Users can view but not change title and
summary information.

See also:



Planning Screen

m} View Planning Goals/Objectives/SubObjectives/Strategic Targets
a Review/Update Subobjective Evaluation Criteria

Viewing Goal, Objective, or Subobjective or Strategic Target Title and Summary
Information

On the Planning screen, place the cursor over the desired Goal, Objective,
Subobjective or Strategic Target

0 Right click and select View/Edit from the menu.
The Title & Summary screen below will appear:

]
R
Strategic Plan: i3.l] - September 2003 Strategic Plan B e &
7 3l
Goal Code: | i} s
Goal Title: |Clean Air and Global Climate Change
Goal Summary: |Protect and improve the air 20 it iz healthy to breathe and risks to human health and the
environment are reduced. Beduce greenhouze gas intenzity by enhancing partherships
with buzinezses: and other sectars.
Subobjective Evaluation Criteria
Evaluation Criteria information is assigned to individual Subobjectives.
See also:
a View Planning Goals/Objectives/SubObjectives/Strategic targets
m] View Goal/Objective/SubObjective /Strategic Targets Title and Summary
Information

VIEWING EVALUATION CRITERIA INFORMATION

On the Planning screen, place the cursor over a Subobjective and right click.
Select Evaluation Criteria from the popup menu.
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EPA BAS Evaluation Criteria

Rizk Factors
Initial Factors Reszsidual Factors
Ecalagical: |Medum - Ecalogical: | Mdm &
Chuality of Life: |Hi:|h :] Duality of Life: | Medivam ;|
Human Health: IHiEIh j Human Health: | Medium d

N Mandates | ~ Comments——————————

" Mandates
e - | Mardale Perally - .
Ml}"l J 1 Sevvice Dalvens
' ™ Semsitive Population

Seivice Delivenp: | HAA Comments |

[ === 1B

Note 1: OC, AHH and AHR Users have view only rights in the Evaluation Criteria
screen.

Note 2: Remember to scroll up when selecting information from the dropdown boxes
to view all selections.

Select one of the following sub-topics for more information:

Updating Risk Factors

Updating Mandates

Updating Service Delivery

Updating Sensitive Population Information

0O 00 O

Data Import Utility

Data Import

Data can be imported from an external source directly into a BAS version. The Data
Import button is located on the top of the screen just to the left of Help.

EUUEPA BES - [RAS Impart File UGlty] g
EHF EdE  Securty  ManagensT Reoorts Baselne  BUOQeE Maintenarce Daa Manbenance  Dietibube KafF'r:-:'.l.ctunk [k m|:n:|rt Heh

m . &2 & . % .2 B-& 1. 8. 5% & LR

Hur Bkar Flzesvitg  TezarnE/E WY Ao EE Mleduling hdHa: Flp-nr Follzen Crala P APGEE Inkrweck L=g 2y Leg CHF Exz

0 Click the Data Import button. The screen will contain tabs displaying the type of
data you will be importing (Resources, APG’s, PM’s and Key Programs)

10



Index

A EPA BAS - [BAS Import File Ut =
m File Edit Security Management Reports  APG Grp, Maint, Budget Mainkenance Data Maintenance  Distribute  KPYRes Link  Data Impart Help - |ﬂ|5|
fg . = - B . F B - it . & . % 2 Fr I
VerBelection  Phoning  JecourceElE MYRes BB Modeling SdHecRepor  CreskePM'z  APGEE Wianct  LooOn Log DK Esit
¥ Reject Duplicates
[ Resources | | | @ Key Programs |
Appr Subdpp Fund NPM RFIO 8H  RC Local Goal 0Obj PrgPr Aghct RAct Sdct] Ract? PC Prippe FiCode DevSt Cdrea PRes1 PRes? BOC Drollars FTE

|
Select Import Version § [mport File Apply Security SaveBadRows | SaveGoodHows
KIS =

|Ready | |BA | SUPERMISO| [112.0- 1 test for new SP

0 Select the tab corresponding to the data you want to import

Click Select Import Version. You may want to check the Version Status
screen to verify the version is designated for import.

0 Click Import File to upload your import file. For more details on creating an
Import File see Import File Layout

After the file you are importing is available in the Data Import Utility you can make
changes to the file. You can sort, filter and delete. Save file after making any changes

o Apply validation checks by selecting the Apply Security button. This function
allows for a security check to ensure edit rights to the assigned user.

o Click process, which will copy the data to the import version you selected. This
process actually performs two roles. Data is first saved in a temporary staging
table and then processed into BAS relational tables, which validates each data
element

o To view all your columns while making changes to your file use the horizontal
split scroll bar.

11
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0 Point the curser ontthe thick Plack line (far I%ft side) of the horizontal scroll bar.

E E2 4 y
E ES 4 P
E ES 4 P

Select Import Yersion § [mport File ]

o0 When the curser changes to a split pointer, drag the split box to the right to the
position you want. Use the split screen to view the columns by placing the
curser on the arrows.

¥ Reigct Duplicates 00,0 - k-test for import

[dResources | |.F'M's | @ Key Programs |
ppr Subfpp Fund MPM RPIO 8H  RC Local Goal Obj PrgPr Agactict Ract Sactl Ract2 PC PiType PiCode DevSt CArea PRes1 PRes2 BOC Dollars FTE il j
E E4 3 2 44 |C 99 [452.2
E E4 3 2 44 |C 17 3.8
E 77 5 1 Fa|C 99 [4945.6
E 77 5 1 Fa|C 17 7.4
E E1 5 1 Fa|C 99 [FB57E
E E1 5 1 Fa|C 17 45,1
E EZ2 5 1 Fa|C 99 [688.6
E EZ 5 1 Fa|C 17 5
E RT 5 1 Fa|C 99 [6710.8
E RT 5 1 Fa|C 17 &
E 77 4 2 57 |C 99 [552.9
E EZ 4 2 57 |C 99 [451.1
E EZ2 4 2 57 |C 17 g
E ES 4 2 57 |C 99 (23883
E ES 4 2 57 |C 17 13
i
o

Select Import Wersion | [mport File Apply Security SaveBadRows | SaveGoodRows

o0 To undo, drag the split pointer to the far left and release.

Data Import Formats

IMPORT FILE LAYOUT
To create an Import file, open a spreadsheet.

Label Row 1 with headings on the corresponding tab of the BAS Data Import module
(Headings are case sensitive).

12
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Format all cells for text. Enter data (or copy from another file) into appropriate columns,
accounting for leading zero’s where appropriate (not required for Goal, Objective,
SubObjective or Strategic Target). Make sure that empty cells contain no spaces (BAS
interprets a space as data and will return an error).

Save the file as a Text File (tab delimited, normally having a file extension. txt)
somewhere you can easily retrieve it.

NOTE: All data, including column headings, must be tab delimited. Source data
delimited in another fashion must be converted to tab delimited or it will not work.
Column types and maximum lengths are as follows:

Data Column Data Type Max Length
Heading
Appropriation Appr Character 6
Subapprop Subappr Character 6
Fund Fund Character 6
NPM NPM Character 5
RPIO RPIO Character 2
Allowance Holder AH Character 2
Responsibility RC Character 2
Center
Local Opltion Local Character 3
Goal Goal Number 2
Objective Obj Number 2
Program Project PrgPrJ Character 3
Agency Resources AgAct Character 1
RPIO Resources RAct Character 3
RPIO SubActl Character 3
Subresources 1
RPIO SubAct2 Character 3
Subresources 2
Program PC Character 2
Component
Project Type PRType Character 1
Project Code PRCode Character
Development DevSt Character 1
Stage
Cost Area CArea Character 2
Project Reserve 1 Presl Character 2
Project Reserve 2 Pres2 Character 2

13
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Budget Object BOC Character 3
Class
Key Program Code Keyprog Character 2
Dollars Dollars Number 15
(1for
decimal)
FTE FTE Number 15
(1 for
decimal)

Example of a Resource type resource records:

a resource_import_layo ; - |E||5|
File Edit Format  Help
1P PR, Subapp Fund NFM RPIO AH R Local Goal abj PP AQACT RACE ;l
E =k} A 27 o1 20 oo4 o1 o1 & A
E1 E1C A 27 as 20 aoa oz o3 23 F &0

-
1] | H oz

Example of a Key Program type resource records:

Resource Edit Browse Screen

Resource Edit Browse Setup
See also:
o Modifying Resource Records
a Multi-version Resource Edit/Browse Screen

The Resource Screen displays resource information by NPM for NPM Users and by AH
for AH Users. Key Program, Annual Performance Goal (APG), Performance Measure
(PM), Resources, and Budget Object Class (BOC) information can be accessed as well
as Dollar and FTE information. The Fund, RC, Comp (Program Component) are
optional fields for which you do not need to enter data. The offices that have approval
can only use RPIO Resources. All other fields require data. Only the Goals that contain
resource information for the selected NPM will be displayed.

Note: Please load "99" in the BOC column if you are not specifying a BOC

RESOURCE E/B SCREEN ACCESS

Access to the Resource E/B Screen can be accomplished in any of 3 ways:

14
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=
0 Click the 2= hutton on the toolbar.

0 Select File>Open>Resource>Resource Edit/Browse from the menu.
o PressCtrl +E

VERSION SELECTION

If a base version has not yet been selected, the Base Version Selection screen will
appear. See Selecting the Base Version.

PARAMETER SELECTION

Selection Type

o NP = BPRIO ) AH
Fetrieve | Duplicate Hnwl

D -- OSWER ~|

Data on the resource screen is displayed according to the parameters selected at the
top of the screen. Options will be available according to the user’s access privileges
(See NOTES below).

Selection Type: Select NPM, RPIO (only available for OPP Cycle budget versions), or
AH by clicking the appropriate radio button.

Choose the desired NPM/RPIO/AH (corresponding to the Selection Type choice) from
the dropdown list.

Select the Retrieve button.

File Edit Security Management Reports  APG Grp, Maink,  Budget Maintenance  Data Maintenance  Distribuke  KPJRes Link  Data Import Help

W . = & . ¥ . B .- L. & . % & L &

” Yor Felection Planning  Sesource E/E - MY Res, EfE Modeling  4dHoc Repar  Create PM's APGEIE Intranct LogOn Log Qff Exit

Selection Type
’76‘ MPM € RPID 1 EH

Retrieve | Duplicate Row |

|C - OPPTS
Approp SubApp Fund AH  RC Local Goal Obj Pryg/Prj Ag Act RPIOAct Comp ITProjects BOC  Dollars  FTE ﬂ
] E 01 Z3 (1)} 92 C 10 $29.2
B E 01 0z | 32 C 36 $0.3
O O 20 0 2 O Y O 00 O B
B E 01 23 (1| 32 C 4 $2.0
B E 01 04 n a1 D 10 $29.0

ADDING RESOURCE RECORDS
o Click Insert to add a blank row
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0 Select Approp, SubApprop, AH, Local, Goal, Objective, Program Project,
Agency Resources, RPIO Resources, IT Project and BOC from the drop
down lists.

o0 Click Save.
You can also add and update resource records by using the Duplicate button.
o Highlight the row you want to duplicate and click the Duplicate button.
0 Select the columns and use the drop down list to change or update
record.
o0 Click Save.

DELETING RESOURCE RECORDS
o Highlight the row and click the Delete button at the bottom of the screen.

SORTING DATA

By default, data is sorted left to right in the resource grid. You can change the way data
is sorted by using the sort button on the bottom of the screen.

0 Click sort and a pop-up window named Specify Sort Columns will appear

0 Click on the column of interest on the right side of the screen and drag the
column to the location in the order that best suits your needs.

k‘ipeciﬁr Sort Columns

2] Double click column to edit

Xl
_ 1] Drag and Drop items.

Cancel

- Source Data Columnz Azcending

_ |goal_code & | | appropriation_code v a
objective_code subapprop_code v

" Ihpm_id " |fund_code [v

= |version_id allowance_code v

- |allowance code rc_code v

_ |=ppropriation_code lozal_code v
boc_code goal_code v

" |component_code objective_code v

= |rc_code program_project_code v

- [ J]

FILTERING DATA

You can use the filter button at the bottom of the screen to limit data displayed in the
grid.

o0 Click filter and a pop-up window named filter will appear.

0 Click on the Columns tab and double click the appropriate column
0 Click the Operator’s tab and double click the appropriate operation
o0 Click on the Values tab and double click the appropriate value
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0 (Optional) You may want to click Verify to make sure your filter is valid
0 Click OK to apply the filter to your data set
Rs Filter x|

— Filter expreszzion

i appropriation_code = 'B* Werify |

— Build filker with
Funu:tiu:unsl Eu:ulumnsl Operatars  Walues |

C
= E

| k. I Cancel Help

Selected information will populate the columns noted in the large text box.

VIEWING TITLE INFORMATION

Only code information is displayed in the grid. However, users may want to view the
title information as well as the codes.

o0 Click any field in the grid

The title information for the field will be displayed in the text box at the bottom of the
grid.

NOTES:

Superusers may view OPP cycle budget versions by any of the values, defaulting to
RPIO display. If NPM is selected for OPP versions, then the data is View Only. All
other budget versions can be viewed by NPM or AH, defaulting to NPM display.

NPM users may view OPP cycle budget versions by NPM (view only) or RPI1O. All
other budget versions are viewed by NPM.

AH users may only view budget data by Allowance Holder.

Modifying Resource Records
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See also:
o Resource E/B Screen
ADDING RESOURCE RECORDS
To add an additional Resource Record either:
o Highlight the row you wish to duplicate.

0 Click Duplicate Row button at upper right of the screen.
File Edit Security Management Reports APG Grp, Maint, Budget Maintenance Data Maintenance Distribute  KPJRes Link Data Import  Hel

H.% & . B . & BH - M. . % 2 H K

Wer Selection Planning  Jezource E/E Y Res  E/B Modeling  %dHoc Repar Create PM's APGEE Intranct Ly G Lang OFF Exit

Selection Type

fe NPM BP0 AH
Retrieve | Duplicate Howl
[A- DAR ~|

Approp Sublpp Fund RC Local Goal Obj Prg/Prj Ag Act RP10Act Comp ITPrnJects BOC Dollars
bgg!!gg!g!@
LaAMGROD 18
C4 02 (] 02 17 002 LAAMGED D |21 $300.0
C C4 C2 02 0 34 01 02 17 B 002 LAAMGEOD 10 $200.0
OR

o Click the Insert button at the bottom of the screen.

Select Approp, SubApprop, Allowance Holder, Local (for congressional add-
ons), Goal, Objective, Program Projects, Agency Resources, RPIO
Resources (for those offices that have received approval to use this field) from
the drop down box.

0 Select It Project

It Projects Enktry

FrojfType  ProjCode DewStage Costdrea  ProRes? Profes2  BOC

[ |EECS CNCY | ST | I (I

Insert | Dupli-::atel Deletel Apply | Eancell

(an Entry/Update screen will open). Select the appropriate code to build the IT Project
record you desire

o0 For more details on the It project function see the IT Project Data section.

0 Select a BOC (select a "99" if you are not specifying a BOC) from the drop
down box.

o Enter adollar value or a FTE value.
o Click the Save button.

UPDATING RESOURCE RECORDS
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NPM Users can add, edit, and delete resource records in NPMs to which they have
update access. AH Users can only insert, edit, and delete resource records containing
their assigned AH codes.

0 Click in the field to be updated.

o Enter necessary change.

o0 Click the Save button.
Note: BOC 17 and 99 records are not editable.
DELETING RESOURCE RECORDS

o Click anywhere in the resource record row to be deleted.
The entire row is highlighted.

0 Click the Delete button at the bottom of the screen.

o Click Save.

REFRESH

Clicking the Refresh button will ensure the User is viewing all information that has
been added, updated, and deleted by other users while the User was logged into the
system. When Refresh is clicked, the screen collapses and is re-populated with all
current information.

SORT

The user can click the Sort button to re-order the resource information displayed on the
screen for more convenient viewing or updating.

For more details on the Sort function see the Sort Feature section.

FILTER

The user can click the Filter button to control the scope of resource information
displayed on the screen for more convenient viewing and updating.

For more details on the Filter function see the Filter Feature section.

Performance Measures

Create Performance Measures
See also: Create/Update Local PM's
Assign PM Targets

The AH/NPM users may view and edit Performance Measures information in the
Available PM Lists by NPM codes for AH codes to which they have access

1f
o Click M in the toolbar or select Edit>Performance Measures>Create PM
from the menu.

Select a Strategic Plan from the dropdown list across the top.
0 Select an NPM from the dropdown list
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Performance Measures for that NPM will populate the text grid, listed by NPM Code.

VIEW PM TITLE INFORMATION
0 Right click anywhere in the Title field of an individual PM.
A data window displaying the complete title pops up at the bottom center of the screen.
INSERT NEW PM
Select the line on the grid where the new PM will be inserted.
Click Insert at the bottom of the screen.
Enter a PM code (must be between one to three alphanumeric characters).

Enter Title information. The user can enter title information in the field in the
row or directly into the drop-down window that appears near the bottom of the
screen.

O O O O

Enter Unit information.
Select a PM Type.
Check the Sum Flag if applicable (see below).
o Enter Comments in the Comments box provided at the bottom of the screen.
Follow the same procedures to enter additional PM’s.

O O O

Sum Flag Feature

A checkmark in the Sum Flag column indicates that the value of the PM will be
summed on reports generated. Leave the box blank if the value of the performance
measure is not to be summed on reports generated.

Note: AH Users do not have the capability to create, delete and to target PMs as sum
flags.

DELETE PM
0 Select the PM you wish to remove.
0 Click Delete on the button bar.
o0 Confirm the deletion decision by clicking Yes.

SAVE CHANGES
o0 Click Save to save any changes entered.

CLOSE PM CREATION MODULE
o Click Close to close out the PM Creation module.

Assign PM Targets

Assign PM Targets
See also: Create PM's

The AH User has view only access to the PM Targets screen. The NPM User must
allocate a target value to Performance Measures added to the Master List.
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ACCESSING THE PM TARGETS SCREEN

2 |
o Click ﬁ on the toolbar (on a dropdown list from the Create PM button).
-OR -
0 Select Edit>Performance Measures>Assign Targets from the menu.
VERSION SELECTION

If a base version has not yet been selected, the Base Version Selection screen will
appear. See Selecting the Base Version.

ASSIGN PM TARGETS
0 Locate the PM that was just added to the Master PM List.
0 Highlight the PM in the list at the top of the screen.

o Move the PM to the list at the bottom of the screen by clicking the down arrow.
The Performance Measure information from the Master PM list will be displayed
(code, title, Unit, Type, and Sum Flag).

o Click Milestone if the PM is a milestone PM.

Enter Target Value information (remember to put a date in the Target Value
field if the PM is a milestone).

0 Select PM Class.
0 Select Data Source information.

0 Check the Congressional indicator field if this PM is a Congressional
Performance Measure.

CLEARING CLASS AND DATA SOURCE FIELDS

In the event that wrong data was selected or entered in either the Classes field or the
Data Source Field, the user may clear this field and select another item.

o0 Click in the field you wish to clear.
0 Press the Delete button on your keyboard.
0 Hold the Delete button down until all data you wish to clear has been cleared.

SLIDER BAR

Notice there are many fields in the bottom grid. The user can utilize a feature on this
screen called a Slider to aid in viewing the maximum amount of information at one
time. The Slider may also be used to keep the code and title information as a
reference point.

Look at the bottom grid on the Target PM Data Entry Screen. There is a horizontal
scroll bar above where the PM Title information is displayed. To the far left, next to the
left arrow on the scroll bar, is a thick black line. Click on the slider and drag it to a spot
on the screen.

Wherever the Slider is moved to will split the screen into two sections. A scroll bar will
appear on each half of the screen allowing the user to view one side of the screen
while scrolling the other side.

Example:
o0 Click on the Slider (thick black line at the bottom left of the screen).
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o0 Holding the mouse down, drag the Slider to the end of the Title field.

The user can now view the Milestone, Target Value, Unit, Class, Type, Data Source,
Sum Flag, and Congressional indicator field while the PM Code and Title field are
stable.

SAVE
0 Click Save to save changes during this session.
CLOSE
0 Click Close to close out the Assign PM Targets module.

Performance and Environmental Results System (PERS)

The Performance and Environmental Results System allows the user to create,
update and maintain Actual Performance information against the Annual Performance
Goals (APG’s) and Performance Measures (PM’s) in BAS. PERS has been integrated
with BAS. The BAS administrator must grant you access rights before you can view or
edit PERS data.

User Logon

To access any data within BAS, users must first log on to the system. The logon
screen is displayed when first launching the system, and can also be selected through
the "Log On" toolbar icon of the main system toolbar. This icon is only available after
first logging off the system.

4 System Login =1olx]

.'.:;.r

Welcome to EPA Budget Automation “’ﬂ
System .

T st

3

3

%
.5.*_‘
R

Uszer Name:l !
Passwurd:l I

m

Enter your user name in the User Name box.

Enter your password in the Password: box.

Click OK.

Note: The user name and password fields are case sensitive.
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TO ACCESS THE PERS MODULE:

i S

o Clickthe _ F¥  putton on the toolbar.

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.
0 Select a Fiscal year using the drop down list.
0 Click the Select button to bring you to the APG screen.

41, EPA BAS SP/FY Se x|

f Unled et
e Ewdonnzmal Prowectior
v Agany

Select SP/FY for thiz zession ___ I

3.0- September 2003 Strateqgic Flan

Fizcal Year: ek

APG MAIN SCREEN:

The APG Main Screen is mostly a “view” only screen. The user may manipulate the
“view” of the APG data by filtering, sorting, refreshing data and changing fiscal year.
Other functions such as editing and adding new APG progress records are functions of
the APG Detail Screen.

0 Select an NPM from the dropdown list.
APG records for the selected NPM will populate the grid.
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;"!l_;_' EPA BAS - [EPA Budget Automation System]

File Edit Security Management Reports  APG Grp, Maink,  Budget Maintenance Data Maintenance  Distribute  KPfRes Link  Data Import  Help
”-ﬁivﬂﬁ-la-ﬁ,i@i,@-!vﬁﬂeﬁ
er Eelackion Flanning Sesource BNE MV Hes BB Meodeling, %dHoc Fepor Ereate PRI Commits PER: ARG EE Intranet Log On Log OFF
NPM: |[B- OW ~|
i ChangeFyY |
G o 5 5T Group APG APG Text Eut et :I
2 1 T [ oz [ 927% of the population served by community water spstems will receive drinking water meeting all health-| F I-
2 1 T [ o= |8 35 percent of the population served by community water systems will receive drinking water meeting he: F I-
2 1 T [ 22 s 93 percent of the population gerved by nor-community, non-tranzient dinking water systems will receive r I-
2 1 T [ [ozm B Protect human health and enzure compliance with health-bazed drinking water standards through uze o l. I-
2 1 T [ 023 |6 Enhance protection of tribal health by increazing the percentage of tribal community and non-community r I-
2 1 1 [ |40 |05 39,000 community water systems [representing 75% of the nation's service population] will have complet F I-
2 1 T [ 040 [ Bdvance States' efforts with community water spstems to protect their surface and ground water resourc F I-
2 1 2 [ oE B FReduce consumption of contaminated fish by increazing the information available to States, Tribes, loca F I-
2 1 = [ o7 i Feduce human exposure to contaminated recreation waters by increasing the information available to th Iv' I-
2 2 T [ 044 [is Wssess, restore and protect watersheds. l. I-
2 2 I T = By Fv' 2005, W ater quality will imprave on a watershed basiz such that 625 of the Mation's 2,262 waters F I-
2 2 T [ 47 o7 Basure that States and Tribes have effective, up-to-date water quality standards programs adopted in ac Iv' I-
2 2 T [ 047 |20 36 Percent of Tribes will have water quality monitoring and azsessment programs appropriate for their cir l. I-
2 2 T [ 061 |04 Current MPDES perniits reduce ar eliminate loadings into the nation's waters of [1] inadequately treated l. I-
2 2 T E Fieduce point and nonpoaint source loadings by managing the $34 billion in CwWSHRF azsets to encourage r I-
2 2 T [ [BE [i5 900 projects funded by the Clean Water SRF will initiate operations, including §29 projects providing zec r I- _|
-
IEIean Air and Global Climate Change

The selected fiscal year is displayed in the upper right corner of the screen. To change
fiscal year click on the Change FY box located in the upper right hand corner of the

screen, then:

o  Select Strategic Plan from the drop down list.
0 Select Fiscal Year from the drop down list.
o Click Select.

REFRESHING APG DATA

Allows you to retrieve data after selecting a different NPM, or to refresh date without

saving changes.

0 Choose the desired NPM from the dropdown list.
0 Select the Refresh button.
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SORTING APG DATA

By default, data is sorted left to right in the APG grid. You can change the way data is
sorted by using the sort button on the bottom of the screen.

0 Click sort and a pop-up window named Specify Sort Columns will appear.

0 Click on the column of interest on the left side of the screen and drag the
column to the right side of the screen in the order that best suits your
needs.

FILTERING APG DATA
Use the filter button at the bottom of the screen to limit data displayed in the grid.
o Click filter and a pop-up window named filter will appear.
Click on the Columns tab and double click the appropriate column.
Click the Operator’s tab and double click the appropriate operation (e.g. “=").
Click on the Values tab and double click the appropriate value.
(Optional) You may want to click Verify to make sure your filter is valid.

O O O O

Click OK to apply the filter to your data set.

NOTE: There are two check boxes to the far right of the APG Main screen.

The Ext check box will be checked if the APG record has been designated as
“External” in BAS.

The Met check box will be checked if the most recent APG progress record has a
status of “Goal Met”.

APG DETAIL SCREEN
o From the APG Main screen, highlight the row (APG record) you want to edit.

o Click the APG Detail Edit button.

The APG Detail Screen is displayed.
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OPPTS I G 0 % 5T G APG 2004

[4171111 08115 ~]
E Externally Reported
APG Text: Comment: I ;I Hierarchy Type
Decrease occunence of residues of The b axium length of text allowed in this field iz 2000, It can contain both Alpha and Mumeric fields,

carcinogenic and
cholinestheraze-inhibiting pesticides on
foods eaten by children from their average
1934-199E levels.

Status Progress Statement Explanation User D ate

Mot On Track “This iz a required field. " explanation iz required for status "Goal Mat |kdnpm |EIS;"2?;"2EID=1
The M asium length of text allowed in this field ket and for "D ata Unavailable.
iz 1000. It can contain both Alpha and
Mumernie: firlds

APR PM Code PM Text Target Units Ext Met

Reduction of detections on a core set of 13 foods eaten by children relative to dete|:

Progress Data for the APG row you previously selected will be displayed.
o0 Click in the field you wish to Edit.

0 Use the drop down boxes to select your change or highlight the text and re-type your
entry.

o Click Save.

Note: The APG Detail Edit button will change to View if you select an NPM for which
you have no edit rights. You may view data for any NPM.

ADDING APG PROGRESS RECORDS
o From the APG Main Screen highlight the area of interest and click APG Detail.

The APG Detail Progress Screen is displayed.
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oW I GO S ST Gr AFG 2004

|2|2I1I IDddHE;l
D Extemnally Reported

APG Text: Comment: | x| Hierarchy Type

Wazess, restore and protect watersheds.

Status Progress Statement Explanation User Date

On Track
Mok On Track |
Gioal Met

Goal Mot Met

D ata Unavailable

Mo Status Provided

M Text Target Units Ext Met
lzsd any souare _rniIE:z: that have water quality suppofino target
Aezessed river miles, lake acres, and extuary square miles that have water quality = jno target MiftoresSg Mi

Mistcres/Sg Mi

130 Wizsessed river miles, lake acres, and estuary square miles that have water quality ¢ [no target

214 ThDLsz established by EPA. [cumulative) 1,245 ThDLz
217 I szazzed river miles, lake acres, and estuany zquare miles that have water quality 31 |no target Misdcres/Sq Mi
219 State-established TMDOLz approved. [cumulative) 9,200 THDLs

Char Count

oeon W e W o e W

Users with edit rights can use this screen to Add, Delete and track detailed Progress,
Comments and Status of an APG record. You can also use this screen to view and
access Performance Measure Progress records. The top half of the APG Detail Screen
will be populated with APG information from the record that was selected on the APG
Main Screen.

Note: The following fields are for use only by SuperUsers and OC Users and therefore

not editable by other groups:
o] Externally reported( Editable only in BAS APG Edit screen)
o] Hierarchy type

= Use the selected APG information.
Or
= Select G/O/ST/APG Group/APG from the drop down pick list at the top of the screen.
= Specify APG Comments, if desired.
= Select Status from the drop down list.
= Select Progress Statement.

= Specify Explanation, if desired. An explanation is required for Status” Goal not Met”
and “Data Unavailable”.

» Click Save to save the APG Progress Record. You can Add another APG progress
record by clicking Add or click Cancel to exit the screen.
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Fiel Max Length fype

Comments 2000 Alpha/Numeric
Progress Statement 1000 Alpha/Numeric
Explanation 2000 Alpha/Numeric

OPPTS I G 0O 5 ST G AFG 2004

(411011 108115 |
E E xtemnally Reported
APG Text: Comment: | | Hierarchy Type
Decrease occurence of residues of The kaxium length of text allowed in this field i 2000, It can contain both Alpha and Mumeric fields.

carcinogenic and
cholinestheraze-inhibiting pesticides on
fonds eaten by children fram their average
1934-1396 levels.

Status Progress Statement E xplanation User Date
Mat On Track “This is a required field. “An explanation is required for status "Goal Mot Met' and | |
The M azium length of test allowed in ffor "D ata Unawvailable.
thiz field iz 1000, It can contain bath
Inka and Hurmeric fislds

APR PM Code PM Text Target Units Ext Met

Reduction of detections on a core zet of 19 foods eaten by children relative to dete Feduced Detect. [ W

Char Count

Add Refresh Filter Save Delete EmD etail Cancel

DELETING APG PROGRESS RECORDS

o Click anywhere in the APG Progress row to be deleted. The entire row is highlighted.

0 Click the Delete button at the bottom of the screen. A pop-up screen will ask you to
confirm the deletion.

o Click OK.
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The bottom half of the APG Detail screen contains Performance Measure information
and is view only. To access Performance Measure records for the purpose of adding
progress information:

o Click on the PmDetail button.

PERFORMANCE MEASURE (PM) DETAIL SCREEN

-‘!.': EPA Budget Automation System il
G O 5 5T Gr APG FM
OAR 2004
| | e T = 2004 |

E Externally reported
[1 APR Subset

PM Text Comments | ;l Hierarchy Type

Percent of Tribes with Tribal Lands
b onitoring for 0zone and/or
Farticulate b atter

Fiesultz may be reported as often as desired or needed. Reported results for numerical targets should be entered as CUMULATIVE TOTALS for the FY as
of the date of entry.

Status Results Az OF Explanation User Date

Target |13 Units |F'erc:ent Data Type I 'I
Baseline I Universe I Az OF IDD.-"DD.:"DD
Data Source Data Quality

Char Count
B

Use this screen to track the status of a performance measure, or supply additional
information for a finer level of detail. Data for the performance measure row you
previously selected will be displayed.

NOTE: The following fields are for use only by SuperUsers and OC Users and therefore

not editable:
o] Externally reported(Editable only in BAS PM edit screen)
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o APR Subset

o] Hierarchy type
0 Use the selected Performance measure
Or

Select a performance measure from the drop down pick list at the top of the screen.
Specify a Performance measure Comment, if desired.
Select *Data Type from the drop down list.

Specify Baseline, Universe and As of Date values, if desired. Baseline and Universe
values must also comply with the formatting requirements based on the Data Type
Selected.

Specify Data Source and Data Quality, if desired.
Click Save to save the Performance measure information.

O O O O

O O

Field Max Length Type
Comments 2000 Alpha/Numeric
Explanation 2000 Alpha/Numeric
Baseline 15 Alpha/Numeric
Universe 15 Alpha/Numeric
Data Source 1000 Alpha/Numeric
Data Quality 2000 Alpha/Numeric

* Data format driven by selected Data Type. The five available Data Types and their
required data format are as follows:

Numerical = All digits, precision to hundredths (e.g. 15.00).

Text = Upper and lower case letters and combinations of letters/numbers (e.g. ABC and
ABC123). Will not accept strictly digits.

Yes/No = The word “Yes” or the word “No”.
Date = DD/MM/YYYY format.
Percentage = Number followed by a percent sign (e.g.50%, not 0.50).
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ADDING PERFORMANCE MEASURE (PM) PROGRESS RECORDS

o From the Performance Measure detail screen, click Add to add a new Performance
Measure Progress record.

Select Status from the drop down list.

0 Specify Results. Result values must comply with the formatting requirements based
on the Data Type selected.

Select AS OF date.

0 Specify an Explanation, if desired. An explanation is required for Status” Measure
not Met” and “Data Unavailable”

o0 Click Save to save the Performance progress record. You can Add another record by
clicking Add or click cancel to exit the screen.

! 4! EPA Budget Automation System

GO S ST Gr APG PM
| AR i EEEEEIE il

E Externally reported
< aPR Subset

: PH Text Comments x| Hierarchy Type

i [E0Z Emissions

1

|

1 Target IE,SDD,DDD Units ITons Reduced Data Type |Te:<t vI
Baseline I Universe I Az OF IDDHEID;"UEIUEI

[ Data Source Data Quality

| |

Results may be reported a3 often as desired or needed. Reported resultz for numerncal targets should be entered as CUMULATIVE TOTALS for the FY as
of the date of entry.

Status Results As OF Explanation User Date

- | IDEI;’DDHEIDDEI | |
Measure Significantly Exceedd |

Measure Met

Measure Mot Met
On Target

Mot On T arget
Data Unavailable

Mo Status Provided

:EharCount
—
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DELETING A PERFORMANCE MEASURE
o Click anywhere in the PM Progress row to be deleted. The entire row is highlighted.

0 Click the Delete button at the bottom of the screen. A pop-up screen will ask you to
confirm the deletion.

o Click OK.

OBJECTIVE PROGRESS SCREEN

To access the Objective Progress Screen you must select a specific record on the
APG Main Screen, and then click the “Objective” button at the bottom of the screen.

Data for the Objective in the row you previously selected will be displayed.
0 Click in the field you wish to Edit.

0 Use the drop down boxes to select your change or highlight the text and re-type your
entry.

o Click Save.
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I
IOAR I

Objective Text: Comments:

Index

Through 2010, provide and apply sound science to support EPA's
goal of clean air by conducting leading-edge research and
developing a better understanding and characterization of
environmental outcomes under Goal 1.

sz Statement

Status

Explanation

User Date

Dbjective Mot Met il ot been met. <

[aEa [T7057z004

Dekts Cance

Char Count
B

To select another Objective, use the drop-down list at the top of the Objective Progress
Screen or select another row from the APG Main Screen. If you select a row from the
APG Main screen that has no Objective assigned, a pop-up box will appear asking you

to “Please, select a row with Objective to proceed!”

NOTE: The Objective button on the APG Main Screen will change to View if you select
an NPM for which you have no edit rights. You may view data for any NPM.

ADDING OBJECTIVE PROGRESS RECORDS
o Click on the Add button.

Specify Objective Comments, if desired.

Select Status from the drop down pick list

Specify a Progress Statement.

Specify an Explanation, if desired.

Click Save.

O O O O
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4 )¢ EPA Budget Automation System

Dbjective Text: Comments:

Frotect human health by reducing expozure to contaminants in
drinking water [including protecting source waters), in fish and
shellfizh. and in recreational waters.

Statusz Progresz Statement Explanation Uszer Date

Ohiective Met

Objective Mot Met

Mo Status Provided

Char Count
e

Field Max Length Type
Comments 2000 Alpha/Numeric
Progress Statement 1000 Alpha/Numeric
Explanation 2000 Alpha/Numeric

REFRESHING OBJECTIVE DATA
Allows you to retrieve data after selecting a different Goal/Objective.

0 Choose the desired Goal/Objective from the dropdown list, or to refresh data
without saving changes.

o0 Select the Refresh button.

TO ACCESS THE PERS REPORTS MODULE
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FERSE Rpts

Click from the main toolbar. (Reveal the “PERS Rpts” button by clicking the
small arrow to the right of the “PERS” button.)

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.
0 Select a Fiscal year using the drop down list.
0 Click the select button to bring you to PERS Reports screen.

4 EPA BAS SP,/FY Se x|

g | Uil iz
N Ewd-onnana Protecilr
‘v Ay

Select SPAFY For this session ... I

2.0 - September 2003 Strategic Plan

Fizcal Year: ek

PERS REPORT SCREEN:

SELECTING REPORTS

The report selection screen allows the user to select pre-formatted reports to access
PERS data. Each report is listed with an identifying Code and a descriptive Report
Name.

35



Printed Manual-Version 7.0.0

43/ EPA Budget Automation System

Code Report Name

PERS1 PERS Objective Status Report

PERS1A  PERS Objective Status Report (Deleted)
PERS2 PERS APG Status Report

PERS2A  PERS APG Status Report (Deleted)
PERS3 PERS APG/PM Status Report

PERS3A PERS APG/PM Status Report (Deleted)
PERS4 PERS PM Status Report

FERS4A PERS PM Status Report (Deleted)

pioPage [ Lieirege |

W Prampt far Filker Criteria before Fetrieval

RUNNING PERS REPORTS:

Double click on any report listed on the screen to launch that report. You also have the
option to filter any report before retrieving report data. The Prompt for Filter Criteria
before Retrieval check box is checked by default. If you wish to run an unfiltered report,
simply uncheck this box prior to double-clicking the report of interest. Leaving the box
checked and running a report results in the appearance of a pop-up filter screen.
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Specify Filter

< ]
o
o

Index

x|
= ok |
Cancel |
Werify |
Funchions: Columrs;
abs( ] ﬂ npm_code -
azcf 2] nprn_lang_title
avva # for all | goal_code
bitmap [ =] goal_tite
ceilingl ] ohjective_code
cazef # when a the objective_title
charl ] subabjective_code
cosl 41 LI subobiective title LI

If you unintentionally run a report with the filter criteria prompt activated, but do not
actually want a filtered report, simply click Cancel on the filter screen to run an unfiltered

report.

FILTER

The PERS Reports filter screen is somewhat different than the one used by the APG
Main Screen. There are no tabs for selecting different expression components and
columns. To reduce the risk of syntax errors in your filter expression, double click on the
components (operators, such as ‘>’, and columns) in the lists wherever possible. Not all

reports have identical columns listed in the columns box.

Specify Filter

npr_code =4

Xl
= ok |
Werify |
Functions: Columz:
abs[ x ] ﬂ npm_code -
azcf 2] npr_long_title
avgl = for all | goal_code
bitmap [ = ] goal_title
ceilingl = ] ohjective_code
cazef # when a the objective_title
charl » ] subobjective_code
cosl x| LI subobiective titlle j
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Example: To report data for a specific NPM, double click the “npm_code” column.
Manually type the ‘=" sign and the NPM code you wish to filter on.

IMPORTANT: You must type single quote marks around values or the filter will not
recognize the value. Exceptions are purely numeric fields, such as goal, objective, and
subobjective.

o Click Verify to ensure that the filter syntax is valid (optional).
0 Click OK.

To delete filter criteria, highlight the current filter text and press the delete button (on
your keyboard), then press OK.

NOTE: To change a filter, you must first delete the current filter, and then build the new
filter. Otherwise, system will assume you want to filter an already filtered dataset.

FILTER EXAMPLES:

Select all records for NPMs OAR and OSWER
Npm_code in (‘A’,’'D’)

Select all records for APG Status that is On Track
Pers_apg_status="On Track’

FILTER MISTAKES:
1) Missing single quotes around values
Bad example: allowance_code = 01
Good example: : allowance_code =‘01'
2) Missing connector of "and" or "or"
Bad example: goal _code =01 obj_code =01
Good example: goal_code = 01 and obj_code =01
3) Lower case letters where letters should be capitalized
Bad example: npm_code ='a’
Good example: npm_code ='A’
4) Incomplete entering of code numbers
Bad example: allowance_code = ‘1
Good example: allowance_code =01’
5) Incorrect spacing
Bad example: goal _co de
Good example: goal_code
6) Missing operator
Bad example: allowance_code ‘01’
Good example: allowance_code = ‘01"
7) Incorrect operator selected
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Bad example: Data_Type + ‘Text'

Good example: Data _Type = ‘Text'
8) Column name selected twice

Bad example: npm_code npm_code = ‘A’

Good example: npm_code = ‘A’

9) Missing underscore

Bad example: allowance code

Good example: allowance_code
10) Spelling errors

Bad example: nad

Good example: and

Index

4

PERS APG/PM Report

972472004
Filtered b mpm_code ='4'

F¥: 2004

NPM: A A8 A & Radiation
Goal: 1 Clean Air
Ohbj: 1 Healthier Dutdoor Air
Sub: 1 More People Breathing Cleaner Air
ST:
Gr: 021 Reduce 502 Emizsions

APG: 3 Maintain or increaze annual SO2 emizsion reduction of approximately 5 millior tons from the 1980 baseline. Keep annual

emizsions below level authonzed by allowance holdings and make progress towards achievement of Year 2010 502 emissions

cap for utilities.
Hierarchy:
Comments:
Status: OnTrack Progress:  prst

Explanation:
User: dba Date: 9/8/2004 131758

PM: A01 S02 Emizsions

¥ Prompt for Filter Criteria before Fetrisval

Once a report is run (data retrieved), there are options at the bottom of the PERS

Report Screen that enables you to control how the report is viewed. The PERS reports

will show the title in the top center of the report. To the far top left of the report is a

description of the specified filter.

SAVE

You can save a report in various formats.
o Click Save
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Click the dropdown arrow in the Save in box and select a location to save in.
Type a file name

Select a Save as type (Save as type defaults to “Text with headers”)

Click Save.

O O0OO0Oo

FILTER

You can also adjust the filter after the report data is retrieved. Select the Filter button
from the bottom of the screen to bring up the filter screen again.

PRINT
Click Print at the bottom of the screen to send the report to your default printer.

You can print the report in its entirety, specified pages of the report, or the currently
displayed page of the report. Make selections in the print dialog box accordingly.

PRINT PREVIEW

The displayed report is shown screen size initially and the numbers at the bottom of the
screen do not reflect the number of pages but the number of screens.

o0 Click Preview at the bottom of the screen.
o0 Click the radio button for the desired magnification.
o Click OK.

NEXT PAGE
Click the Next Page button to view the following page of the report.

PRIOR PAGE
Click the Prior Page button to view the previous page of the report.

CLOSE

To return to the main reports screen and select another report, click the Close button at
the bottom of the screen.

LOG OFF/EXIT

To complete your BAS session, logoff from the session prior to closing out the BAS
application as follows:

o
Click _**2%" | on the toolbar.
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Performance Commitment Tracking Module

The Performance Commitment Tracking Module allows NPM'’s and Regions to
create internal and external measures, assign Regional and State/Tribal shareholders,
and enter into a bidding process to determine shareholder commitments relating to
each measure. The module was developed as a part of the Budget Automation
System (BAS) application, since all measures must relate to the Agency’s Strategic
Planning architecture (goals, objectives, etc.) at some level. To access the
Commitments Tracking module, OCFQO'’s Annual Planning and Budget Division
(APBD) must establish a BAS user account for you.

Performance Commitment Tracking Module for NPM User

Click the ~ button on the toolbar

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.
0 Select a Fiscal year using the drop down list.

o Click the select button to bring you to Commitment Tracking Initial Entry
screen.

et oot rebscix
SEPAE=-
Select SP/FY for this session ... i

UGN D R ETH| 3.0 - September 2003 Strategic Plan
2005

COMMITMENT TRACKING INITIAL ENTRY SCREEN
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The view defaults to either NPM or REGION, depending on the User type. The Initial
Entry Screen is mostly a "view" only screen. The user may manipulate the "view" of the
measure data by filtering, sorting, retrieving, deleting data and changing fiscal year.
Other functions such as editing and adding new measure records are functions of the
Data Entry/Edit Screen.

0 Select an NPM from the dropdown list.
Measure records for the specified inputs will populate the grid.

The selected fiscal year is displayed in the upper right corner of the screen. To
change fiscal year click on the Change FY box located in the upper right hand corner
of the screen.

0 Select Strategic Plan from the drop down list.
0 Select Fiscal Year from the drop down list.
0 Click Select.

Selection Type
v MPM T Hegion 2005 I
|A- OAR ~|
: Change F' |
Goal Ob) SubStTarg APG Gr dpg P Code Tet M/Comm Ind Agreed Waiting ;I
1 1 1 0AQPS HO3 [Implement the P25 NAADS: Azsizst States in developing 2002 Baze Year Emi: r F I_
1 1 1 0A0PS M4 lImplement the 8-hour Dzone NAADS: Rewview States milestones for Early Action r F I_
1 1 1 0AQPS MOS (Implement the 8-hour Dzone NAALDS: Azsist States in developing effective mod r F I_
1 1 1 0ADPS MOE [Implement the 8-hour Dzone NAADS: Aszsist States in developing 2002 Baze e r F I_
Il 1 1 DAQDPS HO7 |Continue ta lmplement the 1-haur Dzone HAALQS: Complete review and proces: r F I_
Il 1 1 OADPS HOB [Continue ta Implement the 1-haur Dzone NAALS: Publish clean data finding for r F I_
1 1 1 0AQ0PS MOT  {Implement the Regional Haze Program: Take final action on section 309 51Ps. r F I_
Il 1 1 OAQPS M10 (Attain and Maintain the ather MAADS: Take final action on CO redesignation re '- F I_
Il 1 1 OAQPS M11 pattain and Maintain the other MAADS: T ake final action on 502 redesignation 1 '- F I_
Il 1 1 OAQPS M12 attain and Maintain the ather MAADS: Take final action on PM10 redesignation '- F I_
1 1 1 0A0FS M13 [Implement the Title ' and MSR Programs: Evaluate MSH permit program and is '- F I_
1 1 1 0A0F5 M14 Implement the Title W and MSR Programs: Take action on citizen petitions obje '- F I_
1 1 1 0a0F5 N15 (Implement the Title W and MSR Programs: Take action on M5R SIP/TIP submi r F I_
1 1 1 0A0FPS N1E Implement the Title ' and N5SR Programs: Review PSD and nonattainment NS r F I_
1 1 1 0a0PS H17 fImplement the Tille ' and NSH Programs: Ewaluate ane quarter of State and lo r F I_ ;I
II:Iean Air and Global Clirnate Change
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RETRIEVING MEASURE DATA

Allows you to retrieve data after selecting a different NPM.
0 Choose the desired NPM from the dropdown list.

0 Select the Retrieve button.

SORTING MEASURE DATA

By default, data is sorted left to right in the measure grid. You can change the way
data is sorted by using the sort button on the bottom of the screen.

o Click sort and a pop-up window named Specify Sort Columns will appear.

o Click on the column of interest on the left side of the screen and drag the column
to the right side of the screen in the order that best suits your needs.

FILTERING MEASURE DATA
Use the filter button at the bottom of the screen to limit data displayed in the grid.
o Click filter and a pop-up window named filter will appear.
Click on the Columns tab and double click the appropriate column.
Click the Operator’s tab and double click the appropriate operation (e.g. “=").
Click on the Values tab and double click the appropriate value.
(Optional) You may want to click Verify to make sure your filter is valid.
Click OK to apply the filter to your data set.

O O O O

DELETING A MEASURE

o Click anywhere in the measure record row to be deleted. The entire row is
highlighted.

o Click the Delete button at the bottom of the screen. A pop-up screen will ask you
to confirm the deletion.

o Click OK.

NOTE: Deleting a measure will delete all related bidding information for all
assigned Regional shareholders.

EDITING MEASURE RECORDS
o From the initial entry screen, highlight the row (measure) you want to edit.
0 Click the Edit button.

The Data Entry/Edit Screen is displayed.

NOTE: There are three check boxes at the far right of the screen.

The N/Comm Indi check box will be checked if the measure is a Non Commitment
Measure.

The Agreed box will be checked it the commitment has been agreed upon.
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The Waiting box represents how many bids are waiting a response from an NPM. (
e.g. if a number’2’ is displayed it means two regions have responded to an NPM’s bid
and are now waiting a response back from the NPM)

-‘1.'; EPA Budget Automation System il
TS |
“Goal *Ob  Sub  StTag APRGr Apg  PM Managing Office [ =]
[CES | EIE | I | | | = | =
*Code |2 Maon Commitment Indicator D Direct PM Linkage D
*Text Comments/E 4planation
Wumber of bulletin distribution paints Major access points may include: county cooperative extension offices,

Lraining sessions, Intemnet, ete... Zeroz noted in the intial draft of the
Fiegional commitments indicate that the target is stil under development,
Targets for these will be provided in the final version

DataSource
*DataType INumericaI vl * Units |Bu||etin points Outyear Target I
Public Access E Mat Annwal Target I
Baseline Univerze Az 0f Date
fatl | | | 00/00/00
Shareholder(s): B azeline Univerze Az 0fDate &
HO 0040000
R 01 0040000
R 02 0040000
Als 00/00/00 I~ All Shareholders
R 04 0040000
Surmniary |D.UEI |EI.IJIJ j

ad *- Requied

Data for the measure row you previously selected will be displayed.
0 Click in the field you wish to Edit.

0 Use the drop down boxes to select your change or highlight the text and re-type
your entry.

o Click Save.

Note: The Edit button will change to View if you select an NPM for which you have no
edit rights. You may view data for any NPM.

ADDING MEASURE RECORDS
o From the initial entry screen, click NEW to add a new measure.
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The Data Entry/Edit Screen is displayed.

5!1;' EPA Budget Automation System

x|

[OPPTS I 2005
“Goal *0Ob  Sub StTarg APGGr  Apg Fid Managing Office I vl
| = = = = = = =
* Eode| Mior Commitment [ndicatar D Direct PM Linkage D
* Text Comments/E #planation
DataSource
*DataType I vl “ Units | Outpear Tanget I
Public Access D Mat dnnual Target I
Bazeline Uriverse Az Of Date
|Nat| | 000000
Shareholder(s): Baseline Universe bz 0fDate -
HO 0000400
R 01 0000400
R 02 0000400
i 00/00/00 I~ All Shareholders
R 04 0000400
Summary |D.DIJ |D.EIEI j
b *- Required

NPM'’s can use this screen to create measures and assign various Regional

shareholders. A measu

re record can be created by supplying only the required

information (fields with asterisks), or supplying additional information for a finer level

of detail.

0 Select Goal and Objective from the drop down pick lists. (Subobjective, Strategic

Target, APG Group

, APG and PM are not required fields. If an APG group is

selected first, all dependent values will be updated automatically (e.g., Goal, Obj,

Subobj,).

If the user selects PM, and if the measure is a direct implementation of the national

Performance Measure, the user can select the Direct PM Linkage box. This will
auto-populate the Code, Text, and Units fields with values from the national PM in
BAS. Establishing a direct PM linkage makes these values un-editable.

0 Select Managing Office to assign a specific sub-organization, if desired.
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O O 0O 0O 0O 0o o

46

If desired, check the Non Commitment Indicator box to flag the measure as an
indicator only.

Specify a measure Code.

Specify measure Text.

Specify measure Comments/Explanation, if desired.

Specify Data Source, if desired.

Select Data Type from the drop down list.

Specify Units.

Specify Outyear Target and National Annual Target, if desired. Data entered

must comply with the formatting requirements based on the *Data Type selected
for that Measure (see table and note below).

Specify National Baseline, Universe, and As of Date values, if desired. Baseline
and Universe values must also comply with the formatting requirements based on
the *Data Type selected.

Assign one or more shareholders to the measure by checking the appropriate
boxes in the Shareholder(s) grid. To create an “Internal” measure, check only the
‘HQ’ shareholder. Check Regional shareholders to create an external measure
and establish the basis for a bidding process with the specified Region(s) If you
want to assign a measure to all Regions:

0 Check the All Shareholders box to the right of the grid.

o If desired, uncheck individual Regions by clicking in the appropriate
checkbox.

Specify shareholder Baseline, Universe, and As of Date values, if desired.
Again, Baseline and Universe values must comply with the formatting requirements
based on the *Data Type selected. A Summary (sum total) for specified Baseline
and Universe values will be displayed if the selected Data Type is ‘Numeric’.

Click Save to save the measure record. You can Add another measure record by
clicking Add or click Cancel to exit the screen.

Field Max Length Type
Code 10 Alpha/Numeric
Text 2000 Alpha/Numeric
Comments/Explanation 2000 Alpha/Numeric
Data Source 1000 Alpha/Numeric
Units 15 Alpha/Numeric
Out year Target 15 Alpha/Numeric *
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National Annual Target 15 Alpha/Numeric *
Baseline 15 Alpha/Numeric *
Universe 15 Alpha/Numeric *

* Data format driven by selected Data Type. The five available Data Types and
their required data format are as follows:

Numerical = All digits, precision to hundredths (e.g. 15.00).

Text = Upper and lower case letters and combinations of letters/numbers (e.g.
ABC and ABC123). Will not accept strictly digits.

Yes/No = The word “Yes” or the word “No”.
Date = DD/MM/YY format.
Percentage = number followed by percent sign (e.g. 50%, not 0.50).

x
OPPTS I 2005
*Goal *0Obj  Sub StTarg APGGr Apg Phd M anaging Office I vI
4 =2 =t =f =24=] =] =l
* CDdeIDD'I Hon Commitrnent [ndicator D Direct P Linkage D
* Text Comments/E #planation
The raxium length of text allowed in this field is 2000, [t can contain bath The maxium length of test allowed in this field is 2000, [t can contain both
pha and Mumeric fislds. Ipha and Mumeric fislds.

DataSource

The maxium length of text allawed in this field is 1000, [t can cortain bath
Wlpha and Mumeric fields.

*DataType INumelicaI vl # Unitz |B eaches Outyear T arget |4E|EI. i
Public Access D Mat Annual Target I
Bazeline Universe Az OF Date
|N atl | | 000000
Shareholder(s): Bazeline Uriiverse Az OfDate -
H 0a./00/00
RO 50,00 0o/00/00
R0z 0o/00/00
R 03 00.00,00 [ All Shareholders
R 04 00,/00/00
Summary I-SD.DD IEI.EIEI LI

2 *- Requied

BIDDING SCREEN: NPM User

47



Printed Manual-Version 7.0.0

To access the Bidding Screen you must select a specific record on the Initial Entry

.
Click the button.

The top half of the Bid screen will be populated with measure information from the
record that was selected on the Initial Entry Screen.

Screen.

x|
Show:
[OPPTS | 2004 I
& Al " Outstanding
Commitment Information:
Goal Obj Sub ST AGip APG PM Code Text
2 |2 | 2 | |183| I | OPPTS-2 Feducethepercen’[ageUfPesticides uzed in our schools.
Data Source FPA Clutyear Target FS%
Data Type Fercemage Mational Annual Target  100%
Select Shareholder
Shareholder Agreed?  Baseline Universs
HQ [ 20% et
Baszeline 50%
Universe  75%
Qffice Froposed Bid Lnitz Comments Created By Created Date
OPPTS b FULES |

[T Parties in Agreement [bidding closed)

save Cace

The measure information fields are read only. If you wish to edit any of the measure
information you must return to the Initial Data Entry screen, select the measure, and
click on the Edit button.

“BIDDING” PROCESS FOR INTERNAL MEASURES

As indicated in the Select Shareholder box, the above measure was assigned to the
‘HQ’ shareholder only. It is considered an Internal measure. No Region will be able
to view this record.

Select the ‘HQ’ row to begin the internal “bidding” process. The bottom of the screen
contains the bidding grid.
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o Inthe bidding grid type your Proposed Bid. The value entered must comply with
the formatting requirements of the selected Data Type.

0o Add Comments, if desired.

o Click Save.

Office Froposed Bid | riits: Cammetits Created By Created D ate

OFFTS T RWES

[~ Parties in Agreement [bidding closed)

Because this is an internal measure, each “bid” constitutes a new row in the grid. You
will not be able to edit existing bid records. You must create a new record for each
“bid” entry in the grid by clicking Add Bid. This provides historical bid records for the

measure.

O ffice Fropozed Bid itz Comments Created By Created D ata
CPPTS 0% RULES irst Bic kngm 06M G104
CPPTS RULES

[~ Parties in Agreement [bidding closed)

b B

Once the NPM has decided upon the final “bid” entry:
0 Check Parties in Agreement (bidding is closed).
o Click Save.

The Agreed? box in the Shareholder grid will automatically be checked.

Cancel or click the X to close screen.
BIDDING PROCESS FOR EXTERNAL MEASURES
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The bidding process works somewhat differently for an External measure. The NPM
must start the bidding.

x|
i~ Show:
OPFPTS ] 5004
| I = Al " Dutstanding \4

Commitment Information:

Goal Obj Sub ST AGrp APG FM Code Tent

[ [2 [ [ e[ [ [ A02r  Feathier indoor A

Outyear T arget I 500.00

Data Sournce I
[ata Type Flumerical Mational Annual Target I T00.00
Select Shareholder
Shareholder Agreed?  Baseline Universe
RO1 [ Hat
S 3033 g oceline 50,50
Universe 7830

Commitment distributor (OPPTS) must
start the hidding.

Office Froposed Bid Lnits Comments Created By Created Date

[T Parties in Agreement [bidding closed)

i i

Click on the shareholder (white shaded box) with whom you wish to begin the bidding
process.

Sharehalder Agreed?  Bazeline Universe
RO1 | 25.50 30.33

3

o0 Inthe bidding grid type your Proposed Bid. The value entered must comply with
the formatting requirements of the selected Data Type.
o Add Comments, if desired.
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o Click Save.

Index

Once your bid record has been saved, you can continue to return to the record and
edit it until the Region has entered a response. Once the Region has responded, your

last bid record is locked.

The bidding has now begun. The region will respond with a counter bid stating their
proposed target and comments. The region can continue to edit or modify their
counter proposal until the NPM responds.

4 Bid |
Show:
[RA REGION 1. BOSTON | 2004 I
@ All " Outstanding
Commitment Information:
Goal Obj Sub 5T AGp AFG PM Code Tent
t [z [ [ e[ [ [ A21  Heafthier indoor Ar
Data Source | Dutpear Target I 500.00
Data Type Flumerical Mational Annual Target I T00.00
FRC I Friciity | Reagional Annual T arget I
Select Shareholder
o hletween Sharehalder Agreed?  Baseline Universe
il RO1 [ 25.50 03 0
{* RPN : - Baseline 50.50
 StateTribes Universe 75.30
Office Propozed Bid Uritz Comments Created By Created Diate
OPPTS | 20,00 Rule Jfirst bid kelrpm 0fH B804
R =00 N T Fespond kelreg DA BI04

[ Parties in Agreement [bidding closed]

|_cadod [l Aeiicwe Fia Conce

The NPM has a choice to accept a Region’s proposal or respond with a modified
proposal. To continue the bidding process:

o Click on the Add Bid button.

o0 Type the Proposed Bid and Comments (if desired).

o Click Save.
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The bidding continues in an alternating fashion i.e. NPM-Region-NPM until agreement

is reached.

To accept the Region’s proposed bid:
0 Click on Parties in Agreement check box.

X
Show:
[oPPTS | 2004 |
Al (" Dutstanding
Commitment Information:
Goal Obj Sub ST AGip APG P Code Text
1 | 2 | | |115 | | | 4021 Heaithier Indoor Ajr
Data Sourcel Outyear Target I 500.00
[rata Type ﬁumerical Mational Annual Target I 700,00
Select Shareholder
Shareholder Agreed?  Baseline Univerze
RO v 2550 30.33 i
- - Bazeline 50.50
Universe 75.30
Office Propozed Bid Uitz Commentz Created By Created D ate
CPPTS | 20.00 Rule {first bict kargm O il
R | 15.00 Rule Fespond kdreg 06 B0
CPPTS | 15.00 Rule Parﬁes in agreement, bidding clozed. kdnpm 061 504
[v Parties in Agreement [bidding closed]

The grid will automatically insert a record for the NPM containing the bid value last
entered by the region and a comment that reads “Parties in agreement, bidding
closed”. Once the NPM determines that the bidding is closed, the Region can no
longer counter-bid. The agreement is indicated in the Shareholder box with a check in

the Agreed? box.
COMMITMENTS RESULTS

NPM users can use the commitments results feature to accomplish two things:
o Create, edit, or view results for their ‘HQ’ shareholder (i.e. results the NPM itself

accomplishes)

o View results entered by Regional shareholders, including any State/Tribe
shareholder detail provided by a Region

0 The results feature consists of two basic screens:
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0 Results Summary Screen — displays summary information for each Regional
shareholder, including the ‘HQ’ shareholder if assigned

0 Results Reporting Screen — displays ‘checkbook’ results entries made over the
course of the FY. NPM users enter results for the ‘HQ’ shareholder using this
screen.

VIEWING RESULTS USING THE COMMITMENTS RESULTS SUMMARY
SCREEN:

o On the commitments Initial Entry Screen, highlight the row (measure) of interest.
o Click the Results button.

Selection Type

—— 25 ]

[1-0cFO ~|

: Change FY'

Goal Obj SubStTarg APG Gr Apg PM Code Test N/Comm Ind Agreed “aiting
’4_|3_ | | |_|TEST1 |Test cammitrment to ilustrate new results functianalty r r I_

|Hea|thy Communities and Ecospstems
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A summary of results data for the measure row previously selected is displayed on
the results summary screen:

OCFO Commitment Results 2005 I
“Goal  *0Obj  Sub StTarg APGGr Apg Fhd Managing Office -
4 =fs =3 = = =] = =
*Code |TESTH Mon Commitrment Indicator [ Direct PM Linkage [ |
*Tent Cornments/E xplanation
Test commitrment ba illustrate new results functionaliby Testing purposes anly
DataSource
*DataType |Mumencal - * Units Widgets Outyear Tanget (5.000.00
Public Access H Mat snnual Target |1.000.00
Shareholder(s):
Status Target Current alue Az Of Explanation
(HO [ |50.00 [ [ [
(01 |On Target [100.00 [18.00 [03/15/2005 |OF. 20 far
02 [ |Unresalved [ [ [
Summary |'I 50.00 |1 a.00
Edit State/Tribes Cancel

The bottom of the Commitment Results Summary Screen contains a grid
summarizing all results reported by the shareholders assigned to the measure.
Note the following:

0 Shareholder ‘HQ’ has a target value but no results have been entered. The
target value is the agreed-upon ‘bid’ accepted by the NPM itself. To enter results
for this shareholder, see the Commitment Results Reporting Screen section.

0 The Region 02 shareholder target is “Unresolved”. This means that the NPM
and Region have not completed the bidding process to reach agreement on a
final performance target. The Regional shareholder may still enter results
against an unresolved target.

0 The ‘01’ (Region 01) shareholder has results. These results may be
accomplishments of the Region itself, or a summary of Region/State/Tribe
accomplishments. To view detailed results information, highlight the Regional
row and click the State/Tribes button. The resulting view-only screen displays
results for State/Tribe shareholders established by the Region:
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Shareholder(s):
Status T arget Current Yalue A Of Explanation
Fieg |Dn Target |50.DEI |5.IJD |D3f'l 52005 |So far 20 good
CT |Dn Target |25.DEI |‘| 200 |03/1 B/2005 |Enup|e more
by |Dn Target | |‘l .00 |D421 5/2005 |test
Tribes |N0t On Target |25.DEI |1 0 |032IJ1 f2005 |5I0w start
Summary {10000 2800

Comparing the values in the detailed State/Tribes results screen to the single
Region 01 row in the summary screen, note that the summary screen ‘Status’
displays only the status provided in the ‘Reg’ shareholder row (also true for the
‘Explanation’) Since the measure has a numeric data type, the summary screen
displays ‘Target’ and ‘Current Value’ numbers that are sums of all State/Tribe
shareholder results (100 and 28 in this case) with ‘As Of' dates equal or prior to
the ‘Reg’ shareholder ‘As Of date. This will not be true for non-numeric data types;
the summary screen will display only the values from the ‘Reg’ shareholder row.
Finally, notice that the summary screen displays an ‘As Of' date of 03/15/2005 for
Region 01. This date represents the latest ‘As Of date supplied by the ‘Reg’
shareholder.

IMPORTANT: It is possible that the ‘Target’ and ‘Current Value’ totals on the
detailed State/Tribes results screen may not match the totals displayed on the
summary screen for a given Region due to the 'As of Date’ supplied for the ‘Reg’
shareholder vs. the other State/Tribe shareholders. For example:

Shareholderls):
Status Target Current Walye B Of Explanation
HGQ Mot On Target 000 3.00 04/01/2005 0ff to a glow start
U} On Target 100.00 18.00 03/15/2005 S0 far 50 good
02 Mot On Target 150.00 11.00 02/02/2005 kdtest
03 Irresolved
Summary  [300.00 [22.00
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On the above summary screen, Region 01 has a current value of 18.00 with an’ As
of Date’ of 03/15/2005. Highlighting the row for Region 01 and clicking the
State/Tribes button opens the following detailed State/Tribes results screen:

Shareholder(s):

Status Target Cument Value A OF Explanation
Reg |Dn Target |50. oo |5. ] |0321 0/2005 |So far 5o good
CT |Dn Target |25. oo |1 200 |0321 0/2005 |E0uple mare
b, |Dn Target | |1 0.00 |D4f1 542005 |test
Tribes |Nnt On Target |25. i} |1 0 |03/D1 £200R |Sluw start
Summary |'| no.oo |28.DEI

Comparing the ‘Current Value’ totals, the detailed State/Tribe results screen shows
a value of 28.00, not 18.00 as displayed on the summary screen for Region 01.
This is due to the result entered for MA (10.00) with an ‘As of Date’ of 4/15/2005.
Since this date is later than the ‘Reg’ ‘As of Date’ of 3/15/2005, the result for MA is
not included in the Region 01 ‘Current Value’ total displayed on the summary
screen.

REPORTING RESULTS USING THE COMMITMENTS RESULTS REPORTING
SCREEN:

0 On the Commitment Results Summary Screen, select the ‘HQ’ shareholder row
and click the Edit button.

o0 If no results were previously entered for the measure, the following message will
appear:

=

Retrieve Information

L
\_!L() Mo Status/Resulks Information exists for your searching criteria

o Click OK, and then Add to enter the first result record for the measure.\

The results reporting screen is now ready to accept data:
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Regional Commitments Results Reporting

|HQ Commitment Results I
*Goal *0b  Sub StTarg APGGr  Apg Pr Managing Dffice -
CES | TR | SR | E | T | T | B |
* Code [TEST1 Mon Commitment Indicatar |:| Direct PM Linkage [ |
* Tent Comments/Explanation

Test commitment to illustrate new rezults functionality Tegting purposes only
DataSource

*DataType |Mumerical v] = Unitz widgets Outypear Target IE,DDD.DD

Fublic Access o Mat &nnual Target [1.000.00

Resultz may be reported as often as desired or needed, Reported results for numerical targets should be
entered as Cumulative Totals for the Y as of the date of entry.

Status Results As OF Explanation User Date
]| |00/00,/0000 ‘ | [

Char Count
Add Save Befresh Delete Cancel

0 Select a Status from the drop-down list. This is a required field.

Status Results As OF Explanation User Date

Measure Significantly Exceeded
Measure Met

On Target

Mot On Target

[Data Unavailable

Mo Status Provided

Measure Mot Met

| i00/00/0000 ‘ | |

Add Save Befresh Delete Caneel

o0 Enter the appropriate Result, ensuring it complies with the Data Type for the
measure (e.g. numeric, date, percent, etc.). This is a required field.

o0 Enter the appropriate As Of date (MM/DD/YYYY format). This should be the
date for which the result is valid, not necessarily the date the result is entered.
The As Of date must also be less than or equal to the date the result is entered.
This is a required field.

o0 Enter an Explanation, if desired, up to 2,000 characters. Note the “Char Count”
at the bottom left of the screen, indicating how many characters have been typed
into the Explanation field.

NOTE: An explanation is required for status values of “Measure not Met” and “Not
on Target”.
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0 Click Save. Note that your username and today’s date are captured in the far
right columns of the results grid.

Status Results As Of Explanation User Date
|N0t n Tamget ﬂ|3.DD |D4£D1 2005 0 ta a slow skart “BffNPM |D4£11J2DDE
|
I
1
Char Count
20 Add Save Refresh Delete Cancel

0 Click Cancel to exit the Results Reporting Screen and return to the Results
Summary Screen

0 Add additional results records at any point in time by entering the Results
Reporting Screen and clicking Add.

NOTE: For numeric data types, entering a result that is lower than the previous
value will result in the following system reminder prompt:

Results

Slaline m ?/ Results value For the record wou are brying to save is lower than the previous record, Continue?

OF | Cangel

TS 0% STy e T Omans 107 U T T s OF T Oais 07 STy

Status Results As OF Explanation User Date
Mot On Tanget jﬁ oo |D4JD1J2UU5 (Off to a slow start IUBHNF‘M |U4£11£2UD5
Mot On Target jj2 oo |I34./I35./2005 Still show | |
Char Count
10 Add Save Refresh Delete Cancel

0 Click Cancel to discontinue the result entry, or click OK to continue.
DELETING A COMMITMENT RESULT RECORD

NOTE: Results records may not be edited, only created and deleted. Deletions
are permanent; no record of the result is retained in the database.

o0 On the Results Reporting Screen, click the Explanation field in the row to be
deleted.

0 Click the Delete button at the bottom of the screen. A pop-up screen will ask you

to confirm the deletion

58



Index

TO ACCESS THE COMMITMENT REPORTS MODULE

i

Commits

Iy

Commits

=
Camm Rpts

i

Click =™ !™F=" i from the main toolbar. (Reveal the “Comm Rpts” button by
clicking the small arrow to the right of the “Commits” button.)

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.

0 Select a Fiscal year using the drop down list.

o Click Select to open the Commitment Reports screen.

4. EPA BAS SP/FY Selection
S EPA S vese
v EPA s

Select SP/FY for thiz session .. i

e e W BT 2.0 - September 2003 Strategic Plan
2005

COMMITMENT REPORTS SCREEN:

SELECTING REPORTS

The report selection screen allows the user to select pre-formatted reports to
access Commitment data. Each report is listed with an identifying Code and a
descriptive Report Name.
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Az-0f Date for ACS Actuals Reports: |04£11£2DDS

Code Report Name

COM1 HQ/Regional Status By Commitment
COM3 Status By Region

COM4 Detailed NPM Report

COMS Detailed Regional Reports
COMB Detailed NPM Grid Report
COM7 Detailed Regional Grid Reports
COMACT1 HRegional Results

COMACT2 Regions With No Response
COMACT3 Region Exceptions Report
COMALCT4 State Results

COMACTS States With No Response
COMACTE State Exceptions Report
COMACT? Regional Results Grid
COMALCTS State Results Grid

Geer

[v Prompt far Fileer Criteria befare Fietieval

RUNNING COMMITMENT REPORTS:
Double click on any report listed on the screen to launch that report.

NOTE: You have the option to change the “As Of Date for Acs Actuals Reports” before
retrieving report data. If you running any commitments actuals (results) reports* and
wish to report results with an ‘As Of' date prior to today’s date:

0 Click in the “As-Of Date for Acs Actuals Reports” field at the top of the report
screen:

Asz-0F Date for ACS Actualz Reports: |I]4.-"'I'I.-"2EIEIE

o Type in new date (prior to today’s date), MM/DD/YYYY format.
o Double-click the report.
*Acs Actuals reports are labeled with COMACT in the report code.

You also have the option to filter any report before retrieving report data. The Prompt
for Filter Criteria before Retrieval check box is checked by default. If you wish to run
an unfiltered report, simply uncheck this box prior to double-clicking the report of
interest. Leaving the box checked and running a report results in the appearance of a
pop-up filter screen.
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Specify Filter

X
=] ok |
Cancel |
Werify |
Funchions: Columns;
< % absz[ ® ] ﬂ allawance_code -
J J azc =] nprm_title
avgl Hx for all ] commitment_code
ﬂ ﬂ I:uitl_'r_nap[s] n:u:ummitmen_t_te:-:t
ceilingl w1 noh_carmmitment_yn
caze( « when a the goal_code
charl ] ohjective_code
J J cozl # ll zubobiective code ;I

If you unintentionally run a report with the filter criteria prompt activated, but do not
actually want a filtered report, simply click Cancel on the filter screen to run an
unfiltered report.

FILTER

The Commitment Reports filter screen is somewhat different than the one used by
the Commitment Tracking Data Entry Initial Screen. There are no tabs for selecting
different expression components and columns. To reduce the risk of syntax errors
in your filter expression, double click on the components (operators, such as >’,
and columns) in the lists wherever possible. Not all reports have identical columns
listed in the columns box.

Filter tips:
(Regional Results grid reports/State Results grid reports)

When selecting the Regional Results grid reports and the State Results grid reports
a Report Column filter screen will be automatically displayed. This additional filter
allows the user to only select the columns he or she wishes to display (by default,
every column will be displayed).

0 Click OK to display to display all Report Columns.
Click Cancel to return to the Report Name screen.
Or
0 Place curser in check box and left click mouse button to remove check mark(s).
o Click OK
Example: To display only the NPM, FY, and As-of date simply:
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Target
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0 Place curser in check box and left click mouse button to remove check mark(s).
o] Click OK
Only the Report Columns that were checked will be displayed.

e - 2= & . | . & E - £ . B . & . & . & & eF
Wer Selection Flanning Sesource E/E MY Res. E/E Modeling  3dHoc Repor Create PRz Comm Rpts PERE AFPG ENE Intranct Log O Log OF
Mpm Title Fizcal vear Az OF Date
OaR 2005
0OAR 2005
0OAR 2005
OAR 2005
OAR 2005
OAR 2005
O4R 2005
OaR 2005
OaR 2005
OAR 2005
0AR 2005
OAR 2005
OAR 2005
OAR 2005
O4R 2005
OaR 2005
OaR 2005
OaR 2005
0AR 2005

You can continue to filter to a finer level of detail (the selected columns on the report) by clicking on the Filter button and following

the instructions for Filtering.

(allowance code)

To filter a report by Region, use the “allowance code” column and filter using values ‘01’ through ‘10’. (BAS identifies specific

Regions using “Allowance Holder” values).
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alloveance_code ='01"

0 Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.

(NPM)

npr_title ="

abs( = ] npr_title

azcl =] commitment_code

aval # for all ] commitment_test

bitmap [ =] non_commitment_yn

ceilingl x| qoal_code
ohjective_code

charl « ] subobjective_code

=0 f d[Je 0e

64



Index

To report data for a specific NPM, double click the “npm_title” column. Manually type the ‘=" sign and the NPM title you wish to
filter on (Please refer to the Data Glossary for a list of NPM titles).

IMPORTANT: You must type single quote marks around values or the filter will not recognize the value. Exceptions are purely
numeric fields, such as goal, objective, and subobjective.

o Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.

(shareholder)
To filter a report by Shareholder, use the” Shareholder_code” column and filter using the two

Letter abbreviation for each state (i.e.for the state Connecticut use ‘CT’ ). To filter on tribes, manually type the word ‘tribe’ after the
equals sign.

Specify Filter

shareholder_code ='CT' ;I 1]

Xl
K |
= Canizel |
_Veity|

& Filter is Ok, :
Werify
w
Functions: ol |

To report data for a specific Shareholder,double click the ‘Shareholder_column”. Manually type the = sign and the abbreviated
state or tribe you wish to filter on. IMPORTANT: You must type single quote marks around values or the filter will not recognize
the value. Exceptions are purely numeric fields, such as goal, objective, and subobjective.

o Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.

65



Printed Manual-Version 7.0.0

66

(as of date)

To filter based on”as_of_date” you must convert the date data type to a string; this is due to the way dates are stored in the
database.

Specify Filter x|

EPA Budget 2 x|

zting| az_of_date |="1./942005° & I ] |
& Filter is OK,
Cancel |
Ok | "Werify |
Funchions: Colurnrs:

To report data for a specific As Of date, manually type the word ’ string’, add a left parend, double click “as_of _date” in the
column list provided (or type in manually), add a right parend, type ‘=" sign, add a single quote, type the date using m/d/yyyy
format, and another single quote.

o Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.
To delete filter criteria, highlight the current filter text and press the delete button (on your keyboard), then press OK.

NOTE: To change a filter, you must first delete the current filter, and then build the new filter. Otherwise, system will assume you
want to filter an already filtered dataset.

FILTER COLUMNS AND EXAMPLES:



Filter Columns

Filter Examples

Allowance code

allowance code ='08'

Npm title

npm_title ='OW'

Commitment code

commitment_code ='NS1'

Commitment status

commitment_status ='On Target'

Commitment text

commitment_text ='Test commitment to illustrate new
results functionality'

Non commitment

non_commitment_yn='Yes'

Goal code

goal code =05

Objective code

objective_code =02

Subobjective code

subobjective _code =02

Units

units='widgets'

Shareholder code

shareholder code ='ME'

Proposed bid

proposed_bid ='10'

Results

results ='Unresolved'

Strategic target code

strategic_target code =01

Group code

group_code ='03'

Apg code

apg_code ='100'

Performance measure

pmeasure code ='A32'

As of date

string( as_of date)='2/15/2005'

Explanation

explanation ='test'

Non commitment

non_commitment_yn ='Yes'

Comments

comments='Low Risk'

Managing Office

office_title ="OGWDW'

Data type

datatype ='Percentage'

Index

67



Printed Manual-Version 7.0.0

Outyear Target five_year goal ='100'
National annual target National annual target='100'
Public access public_access _yn ='Yes'
Universe universe ='100'

Bidding office bidding_office ='Reg’
Created date created date='2/15/2005'
Npm agreed npm_agreed ='Yes'

Agreed agreed yn ='Yes'
Performance measure pm_linkage_yn ='No'

link

FILTER EXAMPLES:
Select all records for As of Date
String(as_of _date)="4/1/2005’
Select all records for Region 01
allowance_code =‘01'
Select all records for NPMs OAR and OSWER
npm_title in (OAR’,OSWER’)

FILTER MISTAKES:

1) Missing single quotes around values
Bad example: allowance _code =01
Good example: : allowance_code =‘01'
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2) Missing connector of "and" or "or"
Bad example: goal _code =01 obj_code =01
Good example: goal_code = 01 and obj_code =01
3) Lower case letters where letters should be capitalized
Bad example: npm_title =’oar’
Good example: npm_title =’OAR’
4) Incomplete entering of code numbers
Bad example: allowance_code = ‘1"
Good example: allowance_code = ‘01"
5) Incorrect spacing
Bad example: goal_co de
Good example: goal code
6) Missing operator
Bad example: allowance_code ‘01’
Good example: allowance_code = ‘01’
7) Incorrect operator selected
Bad example: commitment_code + ‘01'
Good example: commitment_code = ‘01’
8) Column name selected twice
Bad example: npm_title npm_title = ‘OPPTS'
Good example: npm_title = ‘OPPTS'
9) Missing underscore
Bad example: allowance code
Good example: allowance_code
10) Spelling errors
Bad example: nad
Good example: and
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RegionjState Status by Commitment
8/9/2004 11:55:15

Fy: 2005
Region: (1
NFM: D4R

mz By default, data is sorted left to right in the measure arid. You can change the way data is zorted by uzsing the sort button on the
battarn of the screen,

G: 1 0 2 & 5T: Grp: Apg: PM:

111 Continued discussing methads for corverting Actuals data from old BAS database structure to the new structure, Per client
suggestion, we continued a process of loading data from the previous BAS database structure into tables in the new BAS
structure that simulate reporting wiews in the previous structure, This approach may be used in lieu of converting BAS data into
the new database structure. The client identified a data conversion issue [appropriation code structure] that needs ta be
addrezsed before a final data transfer can occor, Develop a solution to convert appropriation codes fram old ko new BAS -
» |

|

Iv Prompt fior Filter Criteria hefore Retrieval

dl

Once a report is run (data retrieved), there are options at the bottom of the Commitment Tracking Report Screen that enables you
to control how the report is viewed. The commitment reports will show the title in the top center of the report. To the far top left of the
report is a description of the specified filter.

SAVE

You can save a report in various formats.

o] Click Save

o] Click the dropdown arrow in the Save in box and select a location to save in.
o] Type a file name
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o] Select a Save as type (Save as type defaults to “Text with headers”)
o] Click Save.

FILTER

You can also adjust the filter after the report data is retrieved. Select the Filter button from the bottom of the screen to bring up the
filter screen again.

PRINT
Click Print at the bottom of the screen to send the report to your default printer.

You can print the report in its entirety, specified pages of the report, or the currently displayed page of the report. Make selections in
the print dialog box accordingly.

PRINT PREVIEW

The displayed report is shown screen size initially and the numbers at the bottom of the screen do not reflect the number of pages but
the number of screens.

0 Click Preview at the bottom of the screen.
0 Click the radio button for the desired magnification.
0 Click OK.

NEXT PAGE
Click the Next Page button to view the following page of the report.

PRIOR PAGE
Click the Prior Page button to view the previous page of the report.

CLOSE
To return to the main reports screen and select another report, click the Close button at the bottom of the screen.
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TO ACCESS THE COMMITMENT IMPORT MODULE
i

Commits

i

Commitz

Click
button.)

from the main toolbar. (Reveal the “Comm Import” button by clicking the small arrow to the right of the “Commits”

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.
0 Select a Fiscal year using the drop down list.
0 Click Select to open the Commitment Import screen.
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4. EPA BAS SP/FY Se x|
S EPA s
‘v _ﬁ;:;-l- Tl

Select SP/FY for thiz seszion .. I

3.0 - September 2003 Strateqgic Plan
2005

COMMITMENT IMPORT SCREEN

A data import routine has been developed for the Annual Commitment System (ACS) to allow users to incorporate data they have
stored on other database systems, spreadsheets, etc.
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Operie | | | Changer? | [2005 |

Fr MNP MPH SH Feg 5H CommCode Statusg Fesults

0 Click the Open File button (located on the top upper left side of the screen) to upload your import file.
For details on creating an import file see the Import File Format.

A Select File pop-up box will open. Use the drop down arrow in the Look in field to select the location of your file.

o] Select the file. The file will appear in the File name box.

o] Save as Text Files (*.TXT) in the Files of type drop down box.
o] Click on the Open button.

o] Click on the Import File button.
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DOpenFile | |E:'\Documents and 5ettings'kdeviinkDesktop\Com . ChangeFy’ | 200b I
Fy P MNPk 5H Reg 5H CommCode Statuz Results
2005 (0AR 01 |Reg 33 On Target 3
2005 |0 01 |Reg 33 on Target 4

Sort |
1] | i

SaveFile SaveBadRows S aveGoodR ows ImportFile ApphSecurity Process Befregh Delete Cancel

0 Click on Apply Security button. This function allows for a security check to ensure edit rights to the assigned user.

Security Info____ ]

@ Security Check Complete
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o Click OK
The Process button is now activated.
o Click on Process.

OpenFile | C:hDocuments andSettingshkdevlinhDesklnp\EnmI ChangeFy | 2005 0 The Import screen will return all

rows of data in error from the

2005 [0R o1 [Reg 3 [ Target [ gray.

You can save the rows in error:

0 Select the Save Bad Rows button.

This function allows you save the
rows in a file, correct the data at another time and continue with the import process.

0 Select Save Good Rows to keep a file of all rows imported.
-Or-
You can make corrections on the screen by highlighting the row and re-typing the correct data.

o Click on Process.

success . x|

@ Import Process Finished Successully!

o Click OK.

If you are importing data that you do not have rights to, a pop-up screen will be displayed.
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The message will state that you do not have rights to import this data.

Inappropriate Rows B ﬂ

You have rows in the file that contain Regional Data. You do not have rights to impart this data, Would yvou like these
records bo be deleted from the screen?

Yes Mo | Cancel |

If you select No or Cancel, another pop-up screen will be displayed.

securityInfo x|

-
@ In order to proceed with the import process, please, modify vour file accordingly

0 Click OK. At this point you must modify your import file to reflect the appropriate data.

NOTE: Although the Process button is still activated, if you do not make the appropriate changes to the import file, and you select
the Process button again, you will continue to receive the two pop-up screen messages until the import file has been modified.

o Click Yes. The records are deleted.
o Click OK.

IMPORT FILE FORMAT
The field headers as they appear on the on-screen data import screen in the ACS are the following:

o FY
The fiscal year of the commitment.
o NPM
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The NPM that owns the commitment. This is in the form of the npm_title used by BAS (e.g., OW, OAR, OSWER, etc.).

NPM SH
The NPM shareholder. This could include HQ, itself, or the BAS-recognized regional identifiers (01, 02, 03, and so forth).

Reg SH
The Regional shareholder. This could include Reg, for an obligation of the Region, itself, or one of the appropriate
abbreviations for the States/Territories of that Region, or Tribes.

CommCode
The unique commitment code that identifies the commitment.

Status

Commitment status. This must take one of seven, case-sensitive forms:
¢ Measure Significantly Exceeded

Measure Met

On Target

Not On Target

Data Unavailable

No Status Provided

Measure Not Met

Results
Be sure 1) the data type matches that specified in the commitment, and 2) the response is the cumulative result for the year
with respect to the As Of Date.

As Of Date

The date on which the reported results were correct. This is not necessarily the date the record was added to the system. For
example, it is quite permissible to enter January records in July. The data format is mm/dd/yyyy. Forward dating is not
permitted.

Explanation

Any additional information to accompany the result. An explanation is generally optional; however, explanations are required if
the record has a status of Measure Not Met or Not On Target. Maximum length of the comment cannot exceed 2000
characters.

Example: If working from a spreadsheet, an excerpt from a data file may look something like this:



[ roport_Evomples.sxc —Opendificeorg 100 Ik
File Edit View |nsert Format Tools Data Window Help
ID:\ACS\Import_ExampIes.sxc 2l | |__A|v = E || §| JL @5| =T -v_-'v| 1L ﬁ"’ [h |
[ Cifid 2 i vAls===s|sxe aees 0F FEQ
|25 == = |
g A B e D E | F | G | H | I [A
Sl Y NPM  NPM SH REG SH CommCode Status Results As Of Explanation
Bl 2005 0AR M Reqg OAQPS TO1a On Target Mo 11/01/2004 Still anticipate 'yes' by year el
-l [ 2005 O 01 Reg 33 0n Target 1 11401,/2004
i e 2005 Oy 01 Il 33/0n Target 12 11401,/2004
w5 2005 O 01 Rl 33 Mat On Target |1 110172004 Should be able to catch up.

= E 2005 Oy 01 Reg 33/0n Target 3 12/01,/2004
; 7 2005 Oy 01 Reg 33 0n Target 4 01/03/2005
= 8
B o
et | 10

11
AEC Y
el] 12
b | 13
i
bl | e
- |18
A 17
i e
S EE
]
=
Ew | 22

25| | |

24 X

WA r [F]sheetl fSheetz /Sheeta / N | 3
Eheet1 3 [efaule [ 1o0% | sTo [+ | Surmn=0

2005
2005
2005
2005
2005
2005

For import into ACS, the data file must be saved as plain text file(s), tab-delimited, and without headers:

OAR
ow
ow
ow
ow
ow

01
01
01
01
01
01

Reg
Reg
MA
RI
Reg
Reg

OAQPS TO0la

33
33
33
33
33

On Target
On Target
On Target
Not On Target
On Target
On Target

A W L N P

11/01/2004
11/01/2004
11/01/2004
11/01/2004
12/01/2004
01/01/2005

Still anticipate 'yes' by year end.

Should be able to catch up.

Index
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In this particular example, there are a number of things to point out:
o] As Of Dates are often different from one another and would rarely be the date entered into the database.
o Fields required for every record includes FY, NPM, NPM SH, CommCode, Status, Result, and As Of Date.

o] Responses for Explanation are normally optional; however, they are required when the Status is Measure
Not Met or Not On Target.

o] Results for numerical data types are cumulative with respect to the As Of Date. Generally, that means that the entries will get
closer and closer to the commitment target value over time. In the CommCode 33 example above, for instance, let's contrast
individual counts for, say, inspections per month versus the cumulative total required by the ACS:

Inspections Cumulative
Shareholder Performed Total Date
Reg 1 1 11/01/2004
Reg 2 3 12/01/2004
Reg 1 4 01/01/2005

If you are pulling data from another database, you will want to create a crosstab query and use aggregate functions to provide you
with the cumulative results.

Notes:

1. NPMs can only directly import commitments to themselves; that is, commitments where the NPM shareholder is set to HQ.
Only an authorized Regional user has the rights to create or import Regional data. NPMs that want to generate import
file data for all of their Regions using their national databases need to create an individual import file for each Region. When
complete, email the Region its own file for subsequent import into the ACS.

2. For commitments with the NPM shareholder set to HQ, the Reg SH must be null. The data import file would show
two tabs in succession.

Data Import Rules
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There are a few things to keep in mind when creating files for import:

O O 0o O ©

The record identifiers must point to a real record.

Data types must agree.

Numerical ACS result entries must reflect cumulative FY totals as of the provided date.

An explanation is required for any record with a Status of Measure Not Met or Not On Target.

The import routine will reject improper records and notify the user of problems. Correctly formatted records will still be imported.

Any imported record that already matches an existing ACS record in terms of Status, Result, As Of Date, and Explanation
will not be acted upon. The existing ACS record will remain unmodified.

Any imported record that correlates to an existing Shareholder's record for a given As Of Date and which has a changed
Status, Result, or Explanation will update the ACS record with the new information. Automatic user ID and date of entry stamps
will be updated to reflect the change.

Any new imported records are simply appended to the ACS system.
Existing records cannot be deleted using the batch file import routine. You can still do so manually.

LOG OFF/EXIT

To complete your BAS session, logoff from the session prior to closing out the BAS application as follows:

£

Click 2% | on the toolbar.

E!j

Click —_®"__| on the toolbar.

Data Glossary

Baseline

Represents accomplishment to date. Future accomplishments will exceed this level of performance.
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Comments/Explanation
Any explanatory text about the measure.

Data Type
Numeric, text, percentage, date or Yes/No. Data type selected determines the exact nature
of the values entered in target, baseline, and universe fields.

Data Source

Origin of information relevant to the specified measure (e.g. proposed measure is “concern for shellfish”, data source could be SIMS,
Shellfish Information Management System).

Managing Office
NPM-specific sub-offices, allows NPM to assign performance management at a finer level of detail.

Measure Code
An alpha-numeric identifier unique to the measure within the NPM / Region creating the measure.

National Annual Target
Total nation-wide performance target for the current FY, including contributions from HQ and Regional shareholders.

Universe

Maximum possible performance value, regardless of FY. For example, the total number of beaches in the U.S. that are included
in beach cleanup programs.

Non Commitment Indicator

Represents a measure for which performance tracking is of interest, but for which shareholders will not be held accountable for specific
performance progress.



NPM

In BAS, every NPM is assigned an NPM Code (usually a letter), a short title (initialism) and a long title.

NPM code NPM Short Title NPM Long Title

A OAR Office of Air and Radiation

B ow Office of Water

C OPPTS Office of Pesticides and Toxic Substances

D OSWER Office of Solid Waste and Emergency Response
E OECA Office of Enforcement and Compliance Assurance
F ORD Office of Research and Development

G OARM Office of Administration and Resource Management
H OEl Office of Environmental Information

I EXEC STEER Executive Steering Committee

J OCFO Office of the Chief Financial Officer

K OoP Office of Policy

L OIA Office of International Activities

M ADM/STAFF Office of Administrator /Staff

N 0OGC Office of General Council

P INSP GEN Office of Inspector General

Outyear Target

Strategic performance target (e.g. 5 Year Target) based on Agency strategic planning.

Regional Annual Target
Total Regional performance target for the current FY, including contributions from Regional HQ and State/Tribal shareholders.

Units

Index

NPM codes and titles are as follows:
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Descriptive text used to identify a specific function or provide context to desired performance output/outcome (e.g. a funded tribal
grant = ‘Rate’, or number of ‘beaches’ to be cleaned up).

Performance Commitment Tracking Module for Regional User

TO ACCESS THE COMMITMENT TRACKING MODULE:

-

Click the _®™* __ putton on the toolbar

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.
0 Select a Fiscal year using the drop down list.
o Click the select button to bring you to Commitment Tracking Initial Entry screen.
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4. EPA BAS SP/FY 5 x|

i e 3t
'r Ewdonnenal Frowcilio
v Agany

Select SP/FY for thiz seszion .. I

3.0 - September 2003 Strateqgic Plan
2005

COMMITMENT TRACKING INITIAL ENTRY SCREEN: REGIONAL USER

The view defaults to either NPM or REGION, depending on the user type. The Initial Entry Screen is mostly a “view” only screen.
The user may manipulate the “view” of the measure by filtering, sorting, retrieving, deleting data and changing fiscal year. Other
functions such as editing and adding new records are functions of the Data Entry/Edit Screen.

0 Select a REGION from the dropdown list.
Measure records for the specified inputs will populate the grid.

Index
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Selection Type
 HFM % Begion
= = 2005

|03 - RA REGION 3, PHILADELPHIA ~|
g Change FY |
NPM  Goal Obj SubStTarg APG Gr bApg PM Code Teut W /Camm Indi Last Bid ;I
ID— 3 1 2 471|009 |HwW: [Hw3 Hurnber of RCRA hazardous waste management Facilities with permits or . I. =
IID 3 2 2 463|005 112 fi12 Humber of leaking underground storage tank cleanups completed. I. R
IlD 3 2 2 463|005 121 121 MHurnber of Superfund final site azsaszment decizions. I. I'_
IID 3 2 2 469 005 141 1A MHumber of Superfund construction completions. I. I’_
IID 3 2 2 463|005 151 [151 MHumber of Superfund hazardous waste sites with human exposures contr I. I’_
IlD 3 2 2 463|005 162 152 Hurnber of Superfund hazardous waste sites with groundwater migration I. I'_
IID 3 2 2 469|005 |155 [155 MHumber of final remedies [cleanup targets) zelected at Superfund sites. I. I’_ il
||D 3 2 2 463|005 |CAT |Cal Hurber of high priority RCRA facilities with human exposures ta toxing co I. I‘_
IlD 3 2 2 463|005 |CAZ |CAZ Hurnber of high priority RCRA facilities with tosic releases to groundwater I. I'_
IID 3 2 2 469 (005 |CAad |Chad MHumber of final remedies [cleanup targets] selected at RCRA sites. F IT
||D 3 |2 463|005 [CAS |Cas Percent of RCRA construction completions. el IT
IlD 4 1 4 472 |00 |CH2 [CHZ MHurnber of rizk management plan audits completed, I. I'_
IID ki 2 2 134 008 |PBT |PES Fercentage reduction in generation of priority list chemicalz from 1997 ley F IT
||E 3 2 3 OSRE-01 E ach pear through 2008, reach a settlerent or take an enforcement actic I. I‘_ LI

*- Agreement Reached

The selected Fiscal year is displayed in the upper right corner of the screen. To change Fiscal year click on the Change FY box
located in the upper right hand corner of the screen.

0 Select a Strategic Plan using the drop drown list.
0 Select a Fiscal Year using the drop down list.
o Click Select.

RETRIEVING MEASURE DATA
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Allows you to retrieve data after selecting a different Region.

(0
O

Choose the desired Region from the dropdown list.
Select the Retrieve button.

SORTING MEASURE DATA

By default, data is sorted left to right in the measure grid. You can change the way data is sorted by using the Sort button on the

bottom of the screen.

(o

o0 Click on the columns of interest on the left side of the screen and drag the columns to the
order that best suits your needs.

Click Sort and a pop-up window named Specify Sort Columns will appear.

FILTERING MEASURE DATA
Use the filter button at the bottom of the screen to limit data displayed in the grid.

(o

O O O O

Click filter and a pop-up window named filter will appear.

Click on the Columns tab and double click the appropriate column.

Click the Operator’s tab and double click the appropriate operation (e.g."=").
Click on the Values tab and double click the appropriate value.

(Optional) You may want to click Verify to make sure your filter is valid.
Click OK to apply the filter to your data set.

DELETING A MEASURE
o Click anywhere in the measures record row to be deleted. The entire row is

highlighted.

o Click the Delete button at the bottom of the screen. A pop-up screen will ask you to

confirm the deletion.

o Click OK.

right side of the screen in the

Index
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Note: The Deletion function is available only for those records created by the Region (no NPM value in the row). Deleting a
Regional measure will delete all related bidding information for all assigned State/Tribal shareholders.

EDITING MEASURE RECORDS
o From the Initial Entry Screen, highlight the row (measure) you want to edit.

o Click the Edit button.

The Data Entry/Edit Screen is displayed.

NOTE: There are two check box columns at the far right of the screen.
The N/Comm Indi check box will be checked if the measure is a Non Commitment Measure. The Last Bid Entered box will have

either the letter ‘R’, x| ‘N’,ora‘ .The
letter’ R’ represents [RA REGION 1. BOSTON I 2005 I a Region was the
last to bid. An ‘N’ represents an NPM
was the last to bid. “Goal *0bf  Sub StTarg APGGr  Apg PM Managing foice| vl A'* represents the
. . 1 b 1 b - b b - - -
bidding has been ET N BB BT | BT Agreed upon. This
func“on happens *Code ID."—\QPS Tr3 Mon Commitment |ndicator D Direct PM Linkage D automatlca”y after
the bidding process ‘Tedt Camments/E 4planation starts.
Tribal Pragrams: Approwve CAd eligibiity determinations under the Tribal IIrit of measure = number of eligibility determinations appraoved.
Wuthority Buls. Target will be sur of Regional commitments
Data Source
Data for the measure row you
preViOUSly SeleCted *Data Type INumericaI vl * Units Iapproved deter. Public &ccess E Outyear Target I W|“ be dISplayed
. . . PRC I Pricrit I Feg A 1T t|1.DEI R I T tl . .
o Click in the field e FASITHEL TEEE S T AEE you wish to edit.
o0 Use the drop Bazeline Universe iz OF Date down boxes to
select your A | | | oaad change or
highlight the text Shareholder(s): | Baseline Universe A O Date - and re-type your
entry |[Fieg 00/00/00
) T 00/00/00
ks 0a/a0.a0
|IME 00/00/00 I~ All Shareholders
- |[H 00/00/00
Surmmary 0.00 |0.00 j

*- Requied
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o Click Save.

Note: The Edit button on the Initial Entry Screen will change to View if you select a REGION for which you have no edit rights.
Also, if you have selected a measure record created by an NPM, most of the record will not be editable. The fields that are grayed
out are un-editable. PRC, Priority, Regional Annual Target, and State/Tribal Shareholder data will be the only editable fields for
NPM-created measures.

ADDING MEASURE RECORDS
o From the initial entry screen, click NEW to add a new measure.

The Data Entry/Edit Screen is displayed.

;‘!lg_' EPA Budget Automation System

[RAREGION 1. BOSTON |
! “Goal *0b  Sub  StTarg APGGr Apg Phd Ianaging foicel "I
Regional users can | L =l = =i = = == use this screen to
create measures ' “Code | Non Commitment Indicator [] Direct P Linkage 7] and assign various
State/Tribal “Text Comments/E «planation shareholders. A
measure record can be created by just
supplying the required
information (fields with asterisks), or
supplying additional | |DataSoucs information for a
finer level of detail. i
Note: The : *Data Type | v *nits| PublicAccess  []  Outyear Target | following fields are
for use Only by I PRC I Prigrity I HegAnnuaITargetl M at &nnual Tanget I NPM users and
therefore not i editable:
o APG I | Bazeline Uriverse Az OF D ate
| Fieg Tot 00400400
o PM i [ReaTet | ! !
o) Managing Shareholder(s): Baseline Universe Az OF Date - Office
Fea 0o/00,/00 R
o] Non i - s Commitment
Indicator . A 00/00/00 _
o Direct PM ' ME 00/00/00 I All Shareholders Linkage
o Outyear NH 00/00/00 Target
Surmmary jn.on Jo.oo ~|
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(0]

(0]

National Annual Target

Select Goal and Objective from the drop down pick lists. (Subobjective, Strategic Target, and APG Group are not required

fields. If an APG group is selected first, all dependent values will be updated automatically (e.g., Goal, Obj, Subobj.).

(0]

O O O O O o oo o

Specify a Measure Code.

Specify measure Text.

Specify measure Comments/Explanation, if desired.
Specify Data Source, if desired.

Select Data Type from the drop down list.

Specify Units.

Specify PRC, if desired.

Specify Priority, if desired.

Specify a Regional Annual Target, if desired.

Specify Regional Total Baseline, Universe, and As of Date values, if desired. Baseline and Universe values must also comply
with the formatting requirements based on the *Data Type selected.

Assign one or more State/Tribal shareholders to the measure by checking the appropriate boxes in the Shareholder(s)
grid. To create a 'Region Internal’ measure; check only the ‘Reg’ shareholder. Check State/Tribal shareholders to create an
external measure and establish the basis for a bidding process with the specified shareholder(s). If you want to assign a
measure to all State/Tribal shareholders:

Check the All Shareholders box to the right of the grid.
If desired, uncheck individual shareholders by clicking in the appropriate checkbox.

Specify shareholder Baseline, Universe, and As of Date values, if desired. Again, Baseline and Universe values must comply
with the formatting requirements based on the *Data Type selected. A Summary (sum total) for specified Baseline and
Universe values will be displayed if the selected Data Type is ‘Numeric'.

Click Save to save the measure record. You can Add another measure record by clicking Add or click Cancel to exit the
screen.



Index

Field Max Length Type

Code 10 Alpha/Numeric
Text 2000 Alpha/Numeric
Comments/Explanation 2000 Alpha/Numeric
Data Source 1000 Alpha/Numeric
Units 15 Alpha/Numeric
PRC 9 Alpha/Numeric
Priority 25 Alpha/Numeric
Regional Annual 15 Alpha/Numeric*
Target

Baseline 15 Alpha/Numeric*
Universe 15 Alpha/Numeric*

* Data format driven by selected Data Type. The five available Data Types and their required data format are as follows:

Numerical = All digits, precision to hundredths (e.g. 15.00).
Text = Upper and lower case letters and combinations of letters/numbers (e.g. ABC and ABC123). Will not accept strictly digits.
Yes/No = The word “Yes” or the word “No”.
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Date = DD/MM/YY format.

Percentage = number followed by a percent sign (e.g.50%, not 0.50).

BIDDING SCREEN: REGIONAL USER

To access the Bidding Screen you must select a specific record on the Initial Entry Screen.

.
Click the button.

(so0 x|
1 Show:
The top half of the [RA REGION 3, PHILADELPHIA | o _ 2004_]
populated with . & Al (" Outstanding
information from the Commitment Information:
SeleCted on the | Goal Obj Sub 5T AGip APG PM Code Text
E T T [ [ [ =™ fa
. D ata Sourcel Outyear Target I
NOTE: The bOX Data Type plumerical I ational Annual Target
between Region
W |
. F'HEI Priorityl Regional Annual Target I
anFe)g/IS O:eSt.aéE/eBrl.?]es Select Shareholder
ure pi : ;:g\?;:lss db.etween Shareholder Agreed?  Baseline [niverse Req Tot
Screen. : Reg u 25.00 -
 hEM B aseline
v StateiTribes Universe
Office Propozed Bid Uitz Comments Created By Created Date
| | ROz | 15.00 beaches | kelreg 064504
The measure RO | 10.00 beaches [ kelreg 06 504

are read only. If you |
the measure
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Bid screen will be
measure

record that was
Initial Entry Screen.

labeled ‘View bids
and:’ will default to
depending on the
the Initial Data Entry

information fields
wish to edit any of
information you



Index

must return to the Initial Data Entry screen, select the measure, and click on the edit button.

“BIDDING” PROCESS FOR INTERNAL MEASURES

As indicated in the Select Shareholder box, the above measure was assigned to the ‘Reg’ shareholder only. It is considered an
internal measure. NPM users will not be able to view this record.

Select the ‘Reg’ row to begin the internal “bidding” process. The bottom of the screen contains the bidding grid.

o In the bidding grid type your Proposed Bid. The value entered must comply with the formatting requirements of the selected

Data Type.
0 Add any Comments, if desired.
o Click Save.
Office Propozed Bid Ltk Commetts Created By Created Date
Ri3 | 1500 beaches | kdreg O S04
RO3 | 1000 keaches | kreg 061504

Because this is an internal measure,

each “bid” constitutes a new
row in the grid. You will not be
able to edit existing bid

records. You must
record for each
grid by clicking
provides historical
measure.

[~ Parties in Agreement [bidding closed]

Once the Region has decided upon the final “bid” entry:
o Check Parties in Agreement (bidding is closed).

o Click Save.

create a new

“bid” entry in the
Add Bid. This
bid records for the
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The Agreed? box in the Shareholder grid and the Agreed box in the Commitment Tracking Initial Entry Screen will be automatically

checked.

Cancel or click the X to close screen.

BIDDING PROCESS FOR EXTERNAL MEASURES: Region-State/Tribe

The bidding process works somewhat differently for an External measure. The bidding process is similar to the bidding process
between Regions and NPMs. However, since States/Tribes do not have access to the Commitment Tracking system, the Regional
user must enter bid values for both the Region and the State/Tribal shareholder. The Region must start the bidding.

Click on the shareholder (white shaded box) with whom you wish to begin the bidding process.

Shareholder Agreed?  Bazelne Universe -
Reg u
oC | 100.30
DE [
kD [ _I
o In the bidding grid state your Proposed Bid. The value entered must comply with the formatting requirements of the selected
Data Type.
0 Add any Comments, if desired.
o0 Click Save. Office Propozed Bid |Initz Carmmets Created By Created Date
Ri3 | Superfund | kelreg 06 5104
oC fie Superfund foic keireg 061 5/04

94
[~ Parties in Agreement [bidding closed]
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Once you save your Regional bid record, you can continue to return to the record and edit it until you enter a State/Tribal response.
Once you enter the State/Tribal response, your last bid record is locked.

The bidding has now begun. You will enter the State/Tribal counter bid stating their proposed target and comments. You can
continue to edit or modify their counter proposal until you enter a Regional response.

You have a choice
State/Tribal

with a modified
continue the bidding

o Click on the

o0 Type the
and Comments

o Click Save.

The bidding
alternating fashion
State/Tribe-Region
reached.

To accept the
proposed bid:

o0 Click on
Agreement

[v Parties in Agreement [bidding clozed)

x
Show:
[RA REGION 3. PHILADELPHIA | 2004 I
= All (" Outstanding
Commitment Information:
Goal Obj Sub ST AGp APG PM Code Text
1 I 3 | | |1 94 I_I | 456 preen houze Gas Reductions from EPA's Buildings Sedtor program:
Data Source I Outyzar Target I
Data Type Flumerical M ational Annual Target I
FRC I Friarity I—Iigh Regional Annual Target I
Select Shareholder
Yiewy bids between B - )
g Sharehalder Agreed? Bazeline Universe Reg Tot
DC v 50.00 )
P ] B azeline
(+ StaterTribes — ¥ Universe
Dffice Propozed Bid Units Comments Created By Created D ate
RO3 I 25.00 MWMTCE l’egions first bicd kereg 0608104
DC | 10.00 MMTCE fespond kreg 06/11/04
RO3 | 10.00 MMTCE Far‘ties in agreement, bidding closed. kdreg 0611104

to accept a
proposal or respond
proposal. To
process:

Add Bid button.

Proposed Bid
(if desired).

continues in an
i.e. Region-
until agreement is

State/Tribe’s

Parties in
check box.
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The grid will automatically insert a record for your Region containing the bid value last entered by the State/Tribe and a comment
that reads “Parties in agreement, bidding closed”. Once the Region determines that the bidding is closed, the Region can no longer
counter-bid (unless the Agreement box is unchecked). The agreement is indicated in the Shareholder box with a check in the
Agreed? box.

BIDDING PROCESS FOR EXTERNAL MEASURES: Region to NPM

On the bidding screen, select the ‘NPM’ option in the ‘View bids between Region and:’ box. The NPM must start the bidding. The
screen will default to selecting your Region in the Select Shareholder grid so you can view and respond to the NPM’s bid. If
desired, select a different Regional shareholder.

NOTE: If the NPM has not entered a proposed bid for the selected shareholder, the screen will display ‘Commitment distributor
(<NPM>) must start the bidding’ in red text to the left of the Select Shareholder box.
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x
 Show:
RA REGION 3. PHILADELPHIA 2004
| I = All " Outstanding Q
Commitment Information:

Goal Obp Sub ST AGp APG PM Code Text

[ [z [ [ e[ [ [ &2z Hestthier indoor Ar

Data Source I Outyear Target |
Data Type Fercemage M ational Annual Target I
FRC I Fririty | Fegional Annual Target |

Select Shareholder

Vie‘.’" A b_Etween Shareholder Agreed? Bazeline Univerze
Region and :
e RO1 7 10%
RO3 ] =
" StatelTrines % A
Office Fropozed Bid | riiks Comments Created By Created Date
OPPTS 3 Rule ffivat bid kelnpm 06M 504

[T Parties in Agreement (bidding closed)

o In the bidding grid type your Proposed Bid. The value entered must comply with  the formatting requirements of the selected
Data Type.

o Add Comments, if desired.
o Click Save.
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Once your bid record has been saved, you can continue to return to the record and edit it until the NPM has entered a response.
Once the NPM has responded, your last bid record is locked.

The bidding has now begun. The NPM will respond with a counter bid stating their proposed target and comments. The NPM can
continue to edit or modify their counter proposal until the Region responds.

The NPM has a
Region’s proposal
modified proposal.
bidding process:

o Click on the
0 Type the
and Comments
o Click Save.

The bidding
alternating fashion
NPM until
reached.

Once the NPM
are in agreement
they will insert a
the bid value last
region and a
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x
Show:
[RA REGION 3, PHILADELPHIA | 2004 I
* All (" Outstanding
Commitment Information:
Goal Obj Sub 5T AGip APG P Code Text
1 | 2 |115 | | | A0z Heatthier Indaor Air
Data Source I Outyear Target I
Data Type Fercentage Mational Anrwal T arget I
A41Bid x|
Show:
[RA REGION 3, PHILADELPHIA | 2004 I
f« Al  ( Outstanding
Commitment Information:
Goal Obj Sub 5T AGmp APG P Code Text
1 | 2 | | |115 [ ] | &022  Heathier indoor 4ir
Data Source I Outyear Target I
Data Type Fercentage Mational Annual T arget I
F'HCI Priority| Regional Annual Target I
Select Shareholder
vz e bletween Shareholder Agreed?  Baseline [niverse
Region and :
G R M 1z
RO3 v
" StatefTribes Moa0x
Office Propoged Bid itz Comments Created By Created Date
OPPTS J2o% Rule First Biic kelnjam 06 S04
03 fio% Rule Fespond ke 06H BI04
CPPTS |10% Rule Far‘[ies in agreement, bidding closed. kenpm 0618104

choice to accept a
or respond with a
To continue the

Add Bid button.
Proposed Bid
(if desired).

continues in an
i.e. NPM-Region-
agreement is

determines they
with the Region,
record containing
entered by the
comment that reads
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“Parties in agreement, bidding closed”. Once this occurs, the Region can no longer counter bid. The agreement is indicated in the
Shareholder box with a check in the Agreed? box.

COMMITMENTS RESULTS

Regional users can use the commitments results feature to accomplish two things:
o] Create, edit, or view results for their ‘Reg’ shareholder (i.e. results the Region itself accomplishes)
o] Create, edit, or view results entered for any State/Tribe shareholders assigned by the Region

The results feature consists of two basic screens:

o] Results Summary Screen — displays summary information for each State/Tribe shareholder, including the ‘Reg’ shareholder.

o] Results Reporting Screen — displays ‘checkbook’ results entries made over the course of the FY. Regional users enter results for
the ‘Reg’ and State/Tribe shareholders using this screen.

VIEWING RESULTS USING THE COMMITMENTS RESULTS SUMMARY SCREEN:

0 On the commitments Initial Entry Screen, highlight the row (measure) of interest.
0 Click the Results button.
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Selection Type

= (& ]
2005
||:I'| - RAREGION 1, BOSTOMN j -
Change FY'

’j

=

P Goal 0Obj SubStTarg &PG Gr dpg PM Code Text M/ Cornm Indi Last Bid

1 3 |SDWA-D? |Dn a guarterly basiz, Regions are to provide an explanation for each SHC F =
3 |TSED'I |Guidance: Froject the number of core TSCA Inspections [sections 4.5.8, F =
[TSCoZ |Performance Benchmark: Fallow-up. as appropriate, 100% of citizen com i | =

[TSCO3 |Target: Inspect 33% of the PCE commercial storage and disposal faciity [~ | =

|TSI:EI4 |Talget: Conduct inspections at 5% of the charter school universe or 20 F =

|TSCDB |Talget: Conduct ingpections at & large local education authorities [LEAs) F =

[TSCO7 [Target: Review past settlement agreements from 13911998, and condw [~ | =

[TSCO8 [Target: Canduct inspections at LEAs targeted for EJ or children's health [ | =

|TSI:E|9.a |Guidance: Regions should determine the appropriate number of Ph 1018 F =

[TSCO9.b |Guidance: Regions should determine the appropriate number of 4027404 i | =

|TSCEIS.C |Guidance: Regions thould determine the appropriate number of 408 insp F =

|TSI:1 0 |Guidance: I States without autharized Section 402 programs, regions sk F =

|NEF'.t’-‘n.D1 |F'erf0rmanc:e Benchmark: 70 percent of the significant impacts identified t F =

[MEF&02 |Perfarmance Benchmark: 90 percent of EPA prajects subject ta NEPA Er v | =

[TEST1 |Test commitment ta ilustrate new results functionalty m G

*- Agreement Reached

o

M
O

BT
L

" HRNRNEn

Bidding M R Betrieve

|ocFo

Data for the measure row you previously selected will be displayed.
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A summary of results data for the measure row previously selected is displayed on the results summary screen:
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Regional Commitments Results Summary
[RA REGION 1. BOSTON Commitment Results | 2005
“*Goal *0b  Sub StTarg APGGr  Apg P W anaging Ofice I -
(ESNNEE | I | TS| Y| BE | M- | I
“Code  |TESTH Nan Commitment Indicator [ Direct PM Linkage [
*Text Comrments/Explanation
Test commitment to ilustrate new results functionality Testing purpozes only
[ata Source
*[ata Type |Mumerical - = Unitz [Widgets Public: &ccess |:| Outyear Target IE,DDD.DEI
PRC Fricrity | FReagAnnual Target Mat Annual Target 11 000.00
Shareholder([s):
Status Target Current Y alue As OF Explanation
Reg | [50.00 [ [ |
CT |On Target |25.00 [12.00 10341542005 |Couple mare
M | |Unresolved [ | |
Tribes Mot On Target |25.00 [1.00 10340142005 |Slow start
Summary [100.00 [13.00
Cancel

The bottom of the Commitment Results Summary Screen contains a grid summarizing all results reported by the shareholders
assigned to the measure. Note the following:

o] Shareholder ‘Reg’ has a target value but no results have been entered. The target value is the agreed-upon ‘bid’ accepted by
the Region itself. To enter results for this shareholder, see the Commitment Results Reporting Screen section.
o] The State ‘MA’ shareholder target is “Unresolved”. This means that the Region and State have not completed the bidding

process to reach agreement on a final performance target. NOTE: You may still enter results against an unresolved target.
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o] The State/Tribe shareholders ‘CT’ and ‘Tribes’ have results. These were communicated by the State/Tribe to EPA and entered
by EPA staff in a manner analogous to the Region-State/Tribe ‘bidding’ process. If multiple results records exist for a given a
shareholder, only the result with the most recent ‘As Of date will be displayed in the summary screen.

To view the ‘checkbook’ results entries for a particular shareholder, click in the row of interest and click Edit. The Commitments
Results Reporting Screen will open:
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;
|CT Commitment Results I 2005
“Goal *0bj  Sub StTarg APG Gr Apg Phd Managing Office -
4 =l¢ =z = = = = =
*Code  |TESTH Mon Commitment [ndicator D Direct PM Linkage D

* Text Comments/Ex=planation
Test commitment b ilustrate new results functionality Testing purpozes oy
Data Source
*Data Type |Numelical j * Units [Widgets Public Access D Outyear Target |5,000.00

PRC Fricrity | Fea Annual Target Mat Annual Target |1,000.00

Fezulks may be reported az often as desired or needed. Reported resultz for numerical targets should be
entered az Cumulative Totals for the FYy az of the date of entm.

Status Results Az OF Explanation Uszer Date
| |Dn Target ﬂhU.DU |02£15£2DUE Gietting there lJeffF!EG |U4.-"11.-"2E||35
! [On Target = |12.00 [03/15/2005  |Couple more WeffREG 04411 /2005
Char Count
13 Add Save Refresh Delete Cancel

REPORTING RESULTS USING THE COMMITMENTS RESULTS REPORTING SCREEN:
0 On the Commitment Results Summary Screen, select the shareholder row of interest and click the Edit button.
o0 If no results were previously entered for the measure, the following message will appear:
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[ —

Retrieve Information

L
\_:\[I) Mo Status/Resulks Infarmation exists For vour searching criteria

o Click OK, and then Add to enter the first result record for the measure.
0 The results reporting screen is now ready to accept data:
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Regional Commitments Results Reporting

|Reg Commitment Results I

“Goal *0bj Sub StTarg APG Gr  Apg P I anaging foice] v]
(ESNRE | ERET| R | S | D | BEE | Y
* Code ]TEST1 Mon Cammitment Indicator [~ Direct PM Linkage [

*Teut Comments/E «planation
Test commitrmett bo llustrate new results functionality Testing purpozes anly
Data Source
*Data Type ]Numerical .Li * Unitz ]Widgets Public fccess D Outyear Target JE,DDD.DD

FRC Priority ] Fieg Annual Target tat Annual Target [1.000.00

Fiesults may be reported as often az desired or needed. Reported results for numerical targets should be
entered az Cumulative Totals for the FY' as of the date of entry.

Status Results Az OF Explanation User Date

2a| [h0/00./0000

Char Count

Add Save BRefresh Delete Cancel

Select a Status from the drop-down list. This is a required field.

106




Index

Status Results As OF Explanation User Date

{y |DD;"DD£DDDD | |
teasure Significantly Exceeded ‘

teasure Met

On Target
Hat On Target

Data Unavailable

Mo Status Provided
tMeasure Mot Met

Add Save Befrezh Delete Cancel

Enter the appropriate Result, ensuring it complies with the Data Type for the measure (e.g. numeric, date, percent, etc.). Thisis a
required field.

Enter the appropriate As Of date (MM/DD/YYYY format). This should be the date for which the result is valid, not necessarily the
date the result is entered. The As Of date must also be less than or equal to the date the result is entered. This is a required field.

Enter an Explanation, if desired, up to 2,000 characters. Note the “Char Count” at the bottom left of the screen, indicating how
many characters have been typed into the Explanation field.
NOTE: An explanation is required for status values of “Measure not Met” and “Not on Target”.
Click Save. Note that your username and today’s date are captured in the far right columns of the results grid.

Status Results As OF E xplanation User Date

|On Tarast = |[10.00 03/01/2005 |50 far 30 good U=fREG |04/11 /2005
Char Count
Add Refrezh Delete Cancel

o

Click Cancel to exit the Results Reporting Screen and return to the Results Summary Screen

Add additional results records at any point in time by entering the Results Reporting Screen and clicking Add.
NOTE: For numeric data types, entering a result that is lower than the previous value will result in the following system reminder
prompt:
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y

rREs ults

?r)‘ Results walue For the record you are krying to save is lower than the previous record, Continue?

Ik, | Cancel

0 Click Cancel to discontinue the result entry, or click OK to continue.

Notes about how NPMs view Regional results data:

0 Headquarters personnel (NPMs) view Regional shareholder data at a summary level, that is, one row per Region on their results
summary screen.

o0 The Regional ‘Status’ and ‘Explanation’ data, when viewed by HQ personnel, will be the data provided in your ‘Reg’ shareholder
row only.

o0 The Regional ‘As Of date, when viewed by HQ personnel, will be the latest ‘As Of date provided in your ‘Reg’ shareholder row
only.

0 The Regional ‘Target’ and ‘Current Value’ data, when viewed by HQ personnel, will be the sum of all shareholder values reported
on or before the ‘As Of date entered in the ‘Reg’ shareholder row. This is true for numeric data types only. For non-numeric data
types, no summary values can be calculated, so HQ personnel will see only the values recorded in the ‘Reg’ shareholder row.
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DELETING A COMMITMENT RESULT RECORD

NOTE: Results records may not be edited, only created and deleted. Deletions are permanent, no record of the result is retained in
the database.

0 On the Results Reporting Screen, click the Explanation field in the row to be deleted.
0 Click the Delete button at the bottom of the screen. A pop-up screen will ask you to confirm the deletion
o Click OK.

TO ACCESS THE COMMITMENT REPORTS MODULE

i -

Cammits

Iy

Caommits

E
Comm Rpts

e

CI|Ck Caomm Impaort
button.)

from the main toolbar. (Reveal the “Comm Rpts” button by clicking the small arrow to the right of the “Commits”

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.
0 Select a Fiscal year using the drop down list.
0 Click the Select to open the Commitment Reports screen.
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3 EPj) s
A7d T
Select SP/FY for thiz session .. i

e T W BN 2.0 - September 2003 Strategic Plan
2005

COMMITMENT REPORT SCREEN:

SELECTING REPORTS

The report selection screen allows the user to select pre-formatted reports to access Commitment data. Each report is listed with an
identifying Code and a descriptive Report Name.
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Asz-0F Date for ACS Actuals Reports: !D4£11£2DDS

Code Report Name
COM1 HQ/Regional Status By Commitment
COM3 Status By Region
COM4 Detailed NPM Report
COMS Detailed Regional Reports
COMB Detailed NPM Grid Report
COM7 Detailed Regional Grid Reports

COMACT1 Regional Results
COMACT2 Regions With No Response
COMACT2 Region Exceptions Report
COMACT4 State Results

COMACTS States Wwith No Response
COMACTE State Exceptions Report
COMACTY Regional Results Gnd
COMACTE 5State Results Grid

¥ Prompt far Filker Criteria before Retriesval

RUNNING COMMITMENT REPORTS:
Double click on any report listed on the screen to launch that report.

NOTE: You have the option to change the “As Of Date for Acs Actuals Reports” before retrieving report data. If you running any
commitments actuals (results) reports* and wish to report results with an ‘As Of’ date prior to today’s date:

0 Click in the “As-Of Date for Acs Actuals Reports” field at the top of the report screen:

As-0f Date for ACS Actuals Beports: |EI4£1'I£2EIEIE
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0 Type in new date (prior to today’s date), MM/DD/YYYY format.
0 Double-click the report.
*Acs Actuals reports are labeled with COMACT in the report code.

You also have the option to filter any report before retrieving report data. The Prompt for Filter Criteria before Retrieval check box
is checked by default. If you wish to run an unfiltered report, simply uncheck this box prior to double-clicking the report of interest.

Leaving the box checked and running a report results in the appearance of a pop-up filter screen.

x
=] ok |
Cancel |
Werify |
Funchions: Columns;
£ % absl ] ﬂ allowance_code -
J J azc =] nprm_title
avgl Hx for all ] commitment_code
ﬂ ﬂ bitmap [ =] commitment_test
ceilingl w1 noh_carmmitment_yn
caze( « when a the goal_code
charl ] ohjective_code
J J cozl # ll zubobiective code ;I

If you unintentionally run a report with the filter criteria prompt activated, but do not actually want a filtered report, simply click
Cancel on the filter screen to run an unfiltered report.
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FILTER

The Commitment Reports filter screen is somewhat different than the one used by the Commitment Tracking Data Entry Initial
Screen. There are no tabs for selecting different expression components and columns. To reduce the risk of syntax errors in your
filter expression, double click on the components (operators, such as ‘>’, and columns) in the lists wherever possible. Not all reports
have identical columns listed in the columns box.

NOTE: If you are logged on as a Regional user and would like to report on the States/Territories of that Region or Tribes (for
which you have rights to), you must select the’ Shareholder_code’ column. See below under Filter tips for instructions to filter on
shareholder.

Filter tips:
(Regional Results grid reports/State Results grid reports)

When selecting the Regional Results grid reports and the State Results grid reports a Report Column filter screen will be
automatically displayed. This additional filter allows the user to only select the columns he or she wishes to display (by default,
every column will be displayed).

0 Click OK to display to display all Report Columns.
0 Click Cancel to return to the Report Name screen.
Or
0 Place curser in check box and left click mouse button to remove check mark(s).
0 Click OK

Example: To display only the NPM, FY, and As-of date simply:
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ST
Grp
4 PG
F'hd

Cornmitment Code

Cornmitrnent Text
Itz

R eqion

Status

T arget
Rezultz
&2 f

E xplanation

o

Place curser in check box and left click mouse button to remove check mark(s).

Click OK

T arget
Fezults

I.-’-'-.S-Df 2
E =planation

|N Phd v
P v
5
(8]
5
ST
|G
|.-’-'~F'G
|F'M
IEommitment Code
IEDmmitment Text
|L| rikz
{Fegion
Status

&7

m

Only the Report Columns that were checked will be displayed:
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- &= & - ! . F =

“er Selection Flanning  Jesource EFE MY Fies. E/E Madeling  “dHoc Repor
MNpm Title Fizcal Year

O4R 2005
OaR 2005
OaR 2005
aaR 2005
OAR 2005
OAR 2005
OAR 2005
OAR 2005
O4R 2005
OaR 2005
OaR 2005
aaR 2005
OaR 2005
OAR 2005
OAR 2005
OAR 2005
O4R 2005
OaR 2005
OaR 2005

Az OF Date

Index

You can continue to filter to a finer level of detail (the selected columns on the report) by clicking on the Filter button and following

the instructions for Filtering.

Filter tips:
(allowance code)

To filter a report by Region, use the “allowance code” column and filter using values ‘01’ through ‘10’. (BAS identifies specific

Regions using “Allowance Holder” values).
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Specify Filter

allowance_code =03 ﬂ

EPA Budget Auk ﬁl Cancel

& Filter is Q. J ety

Functions: o |
< > bzl =
J J azc =] = rprn_title:

avgl Hx for all ] commitment_code

ﬂ ﬂ bitmap [ ] commitrment_test
ceilingl # ] hioh_carmmitrent_wn
caze( « when a the goal_code

T

charl » ] objective_code
ﬂ J cosl w1 ll subobiective code

Example: To report data for a specific Region, double click the “allowance_ code” column. Manually type the ‘=" sign and the
Region you wish to filter on. IMPORTANT: You must type single quote marks around values or the filter will not recognize the
value. Exceptions are purely numeric fields, such as goal, objective, and subobjective. In this case, type ‘03’ to retrieve data for
Region 3 only.

o Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.

(NPM)
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specify Filter x|

npri_title =" ;I 1] |
Canzel |
Werify |

w

Funchions: Colums;

¢ | 5 | abz[# ] il npr_title a
azc =] commitment_code
avg| Hu for all commitment_text

<=| >=| bitmap [ 2] nor_cormnmitrnent_yn
ceiling # ] qoal_code
cazel x when a the objective_code
char » ] subobjective_code

ﬂ J cosl x ll strateaic taraet code ;I

To report data for a specific NPM, double click the “npm_title” column. Manually type the ‘=" sign and the NPM title you wish to filter
on (Please refer to the Data Glossary for a list of NPM titles). IMPORTANT: You must type single quote marks around values or the
filter will not recognize the value. Exceptions are purely numeric fields, such as goal, objective, and subobjective.

0 Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.

(shareholder)

To filter a report by Shareholder, use the” Shareholder_code” column and filter using the two Letter abbreviation for each state
(i.e.for the state Connecticut use ‘CT"). To filter on tribes, manually type the word ‘tribe’ after the equals sign.

117



Printed Manual-Version 7.0.0

Sspecify Filter

ghareholder_code ='CT'

X
=~ oK |

i
Cancel |

& Filker is QK. -
"erify
o
Functions: e |

To report data for a specific Shareholder,double click the ‘Shareholder_column”. Manually type the = sign and the abbreviated state
or tribe you wish to filter on. IMPORTANT: You must type single quote marks around values or the filter will not recognize the value.
Exceptions are purely numeric fields, such as goal, objective, and subobjective.

0 Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.

(as of date)

To filter based on"as_of date” you must convert the date data type to a string; this is due to the way dates are stored in the
database.

cpecify Filter
EPA Budget Automatio x|

x|
4' ] |
& Filker is Q.
Canicel |
Ok | Werify |

-

zting| az_of_date |="1./9/2005°

Functions: Coalurnrs:
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Example: To report data for a specific as of date, manually type the word ' string’, add a parenthesis, double click the “as_of_date,
or type in manually, add another parenthesis, type ‘=’ sign, add a single quote, type the date using m/d/yyyy format, and another

single quote.

o0 Click Verify to ensure that the filter syntax is valid (optional).

o Click OK.

To delete filter criteria, highlight the current filter text and press the delete button (on your keyboard), then press OK.
NOTE: To change a filter, the Regional user must first delete the current filter, and then build the new filter. Otherwise, system will

assume you want to filter an already filtered dataset.

FILTER COLUMNS AND EXAMPLES:

Filter Columns

Filter Examples

Allowance code

allowance code ='08'

Npm title

npm_title ='OW'

Commitment code

commitment code ='NS1'

Commitment status

commitment_status ='On Target'

Commitment text

commitment_text ='Test commitment to illustrate new
results functionality’

Non commitment

non_commitment_yn='Yes'

Goal code

goal code =05

Objective code

objective_code =02

Subobijective code

subobjective code =02

Index

119



Printed Manual-Version 7.0.0

Units

units='widgets'

Shareholder code

shareholder code ='ME'

Proposed bid

proposed bid ='10'

Results

results ='Unresolved'

Strategic target code

strategic_target code =01

Group code

group_code ='03'

Apg code

apg_code ='100'

Performance measure

pmeasure code ='A32'

As of date

string( as_of_date)="2/15/2005'

Explanation

explanation ="test'

Non commitment

non_commitment yn ='Yes'

Comments

comments='Low Risk'

Managing Office

office_title ="OGWDW'

Data type

datatype ='Percentage'

Outyear Target

five_year goal ='100'

National annual target

National_annual_target='100'

Public access

public_access _yn ='Yes'

Universe

universe ='100'

Bidding office

bidding office ='Reg'

Created date

created date='2/15/2005'

Npm agreed

npm_agreed ='Yes'

Agreed

agreed_yn ='Yes'

Performance measure link

pm_linkage_yn ='No'
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FILTER EXAMPLES:
Select all records for as of date
String(as_of date)="4/1/2005’
Select all records for Region 01
allowance_code =‘01'
Select all records for NPMs OAR and OSWER
npm_title in (OAR’,OSWER’)

FILTER MISTAKES:
1) Missing single quotes around values
Bad example: allowance _code =01
Good example: : allowance_code = ‘01"
2) Missing connector of "and" or "or"
Bad example: goal _code = 01 obj_code = 01
Good example: goal_code = 01 and obj_code =01
3) Lower case letters where letters should be capitalized
Bad example: npm_title ='oar’
Good example: npm_title ="OAR’
4) Incomplete entering of code numbers
Bad example: allowance_code = ‘1’
Good example: allowance_code = ‘01"
5) Incorrect spacing
Bad example: goal_co de

Index
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Good example: goal_code
6) Missing operator
Bad example: allowance_code ‘01’
Good example: allowance_code = ‘01’
7) Incorrect operator selected
Bad example: commitment_code + ‘01'
Good example: commitment_code = ‘01’
8) Column name selected twice
Bad example: npm_title npm_title = ‘OPPTS'
Good example: npm_title = ‘OPPTS'
9) Missing underscore
Bad example: allowance code
Good example: allowance_code
10) Spelling errors
Bad example: nad
Good example: and
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Region/State Status by Commitment
8/8/2004 12:01:52

FY: 2005
Region: 01
NPM: 0AR
mz By default, data is sorted left to right in the measure gnid. vou can change the way data is sorted by using the sort button on the
battom of the screen.
G: 1 0: 2 &: 5T Grp: Apag: PM:
RN Continued dizcuszing methods for converting Actuals data from old BAS databasze stucture to the new stucture, Per client

suggestion, we continued a process of loading data fram the previous BAS database structune into tables in the new BAS
structure that simulate reparting views in the previous structure. This approach may be used in lieu of converting BAS data inta
the new databaze structure. The client identified a data corwersion izsue [appropristion code structure] that needs to be
addrezzed before a final data transfer can occur. Dewelop a zolution to conwert appropriation codes from old to new BAS

1

¥ Prompt for Filter Criteria before Retriewal

|

Index

Once areport is run (data retrieved), there are options at the bottom of the Commitment Tracking Report Screen that enables you
to control how the report is viewed. The commitment reports will show the title in the top center of the report. To the far top left of the

report is a description of the specified filter.

SAVE

You can save a report in various formats.
0 Click Save

0 Click the dropdown arrow in the Save in box and select a location to save in.
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0 Type afile name
0 Select a Save as type (Save as type defaults to “Text with headers”)

o Click Save.

FILTER

You can also adjust the filter after the report data is retrieved. Select the Filter button from the bottom of the screen to bring up the
filter screen again.

PRINT
Click Print at the bottom of the screen to send the report to your default printer.

You can print the report in its entirety, specified pages of the report, or the currently displayed page of the report. Make selections in
the print dialog box accordingly.

PRINT PREVIEW

The displayed report is shown screen size initially and the numbers at the bottom of the screen do not reflect the number of pages but
the number of screens.

o Click Preview at the bottom of the screen.

0 Click the radio button for the desired magnification.
o Click OK.

NEXT PAGE
Click the Next Page button to view the following page of the report.

PRIOR PAGE
Click the Prior Page button to view the previous page of the report.
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CLOSE
To return to the main reports screen and select another report, click the Close button at the bottom of the screen.

TO ACCESS THE COMMITMENT IMPORT MODULE
ﬁ *

Cammitz

Comm Rpts

E

Comm Impaor!

Click
button.)

from the main toolbar. (Reveal the “Comm Import” button by clicking the small arrow to the right of the “Commits”

A screen will display prompting the user to choose a Fiscal Year for the session:
0 Select a Strategic Plan using the drop down list.
0 Select a Fiscal year using the drop down list.
0 Click Select to open the Commitment Import screen.
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4. EPA BAS SP/FY Se x|

i Uniied 2zt
S Ewdonnznel Proweciio
V Agany

Select 5P/FY for thiz zession .. I

3.0- September 2003 Strateqgic Flan

Fizcal Year: |[Eils

COMMITMENT IMPORT SCREEN

A data import routine has been developed for the Annual Commitment System (ACS) to allow users to incorporate data they have
stored on other database systems, spreadsheets, etc.
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DpenFile || . LChangeFy | 2005 I

P ¥ ladt] HP SH Reqg SH CommCode Status Rezults

Sort |
1| | 1

0 Click the Open File button (located on the top upper left side of the screen) to upload your import file.

For details on creating an import file see the Import File Format.

A Select File pop-up box will open. Use the drop down arrow in the Look in field to select the location of your file.
0 Select the file. The file will appear in the File name box.
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0 Save as Text Files (*.TXT) in the Files of type drop down box.
0 Click on the Open button.
o0 Click on the Import File button.

DOpenFile | |I::'\D|:u:uments and SettingzikdevinDesktopiCom I LChangeFy | 2005 I

Fv PR rPR SH FegSH CommCode Status Results
2005 (04R 01 |Aeg 33 On Target 3
2005 0w 01 |Reag 33 on Target 4

SaveFile SaveB adRows SaveGoodF oms ImnportFile ApplwSecurity Procesz FRefrezh Delete Cancel

0 Click on Apply Security button. This function allows for a security check to ensure edit rights to the assigned user.
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Security Info x|

@ Security Check Complete

o Click OK.
The Process button is now activated.

o Click on Process.

QpenFile | |C:‘\D|:ucuments and SettingzhkdevlinDesktophCom I ChangeFr | 2005 I

F MP MPMSH  RegSH CommCode Status Results
2005 [04R |E|1 |Heg 33 |Dn Target |3

The Import screen will return all rows of data in error from the import file by shading the fields in gray.
You can save the rows in error:

0 Select the Save Bad Rows button. This function allows you save the rows in a file, correct the data at another time and continue
with the import process.

0 Select Save Good Rows to keep a file of all rows imported.
-Or-
You can make corrections on the screen by highlighting the row and re-typing the correct data.
o Click on Process.
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success x|

@ Import Process Finished Successfully!

o Click OK.

If you are importing data that you do not have rights to, a pop-up screen will be displayed.
The message will state that you do not have rights to import this data.
Inappropriate Rows i 5[

Y¥ou have rows in the File that contain Regional Data, You do not have rights to import this data, Would vou like these
records ko be deleted From the screen?

Yes Mo | Cancel |

If you select No or Cancel, another pop-up screen will be displayed.

securityinfo x|

-
@ Inorder to proceed with the impork process, please, modify vour file accordingly

0 Click OK. At this point you must modify your import file to reflect the appropriate data.
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NOTE: Although the Process button is still activated, if you do not make the appropriate changes to the import file, and you select the
Process button again, you will continue to receive the two pop-up screen messages until the import file has been modified.

0 Click Yes. The records are deleted.
o Click OK.

IMPORT FILE FORMAT: NPM-CREATED COMMITMENT MEASURES
The field headers as they appear on the on-screen data import screen in the ACS are the following:

o FY
The fiscal year of the commitment.
o NPM
The NPM that owns the commitment. This is in the form of the npm_title used by BAS (e.g., OW, OAR, OSWER, etc.).
o NPM SH
The NPM shareholder. This could include HQ, itself, or the BAS-recognized regional identifiers (01, 02, 03, and so forth).
0 Reg SH

The Regional shareholder. This could include Reg, for an obligation of the Region, itself, or one of the appropriate abbreviations for
the States/Territories of that Region, or Tribes.

o CommCode
The unique commitment code that identifies the commitment.

o Status
Commitment status. This must take one of seven, case-sensitive forms:

¢ Measure Significantly Exceeded
e Measure Met

e On Target

e Not On Target
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¢ Data Unavailable
e No Status Provided
e Measure Not Met

0 Results
Be sure 1) the data type matches that specified in the commitment, and 2) the response is the cumulative result for the year with

respect to the As Of Date.

0 As Of Date
The date on which the reported results were correct. This is not necessarily the date the record was added to the system. For

example, it is quite permissible to enter January records in July. The data format is mm/dd/yyyy. Forward dating is not
permitted.

0 Explanation
Any additional information to accompany the result. An explanation is generally optional; however, explanations are required if the

record has a status of Measure Not Met or Not On Target. Maximum length of the comment cannot exceed 2000 characters.

Example: If working from a spreadsheet, an excerpt from a data file may look something like this:
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lolx]
File Edit View Insert Format Tools Data Window Help
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|25 | m = = |

o s | B | ¢ | o | E | F = H | I |=

w1 |FY NPM  NPM SH REG SH CommCode Status Results As Of Explanation

= 2005 0AR M Reqg OAQPS TO1a On Target Mo 11/01,/2004 Still anticipate 'yes' by year el
@ s 2005 Oy 01 Reg 33/0n Target 1 110152004

o 4 2005 O 01 hlds | 33 0n Target [2 110172004

pl= 2005 O 0 Rl 33 Mot On Target 1 11/01,/2004 Should be able to catch up.

= & 2005 OW 01 Reg 33/0n Target 3 12/01/2004

I+ 7 2005 O 01 Reg | 33/0n Target 4 010342005

= 8

L

n:? 10

=l 5
REC

|| 1z

4| 13

14

A [

W+ 16

AR

i

Zal 13

o | 20

= 21

e | 22

24 -
|4 v |ri]sheetl fSheetz fSheets / IER| | »

Eheet1 /3 [Default [ 1o0% | =T [ | Sum=0

For import into ACS, the data file must be saved as plain text file(s), tab-delimited, and without headers:

2005 OAR 01 Reg OAQPSTOla On Target No 11/01/2004 Still anticipate 'yes' by year end.
2005 OW 01 Reg 33 On Target 1 11/01/2004

2005 OW 01 MA 33 On Target 2 11/01/2004

2005 OW 01 RI 33 Not On Target 1 11/01/2004 Should be able to catch up.
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2005 OwW 01 Reg 33 On Target 3 12/01/2004
2005 OW 01 Reg 33 On Target 4 01/01/2005

In this particular example, there are a number of things to point out:
0 As Of Dates are often different from one another and would rarely be the date entered into the database.
o0 Fields required for every record include FY, NPM, NPM SH, CommCode, Status, Result, and As Of Date.

0 Responses for Explanation are normally optional; however, they are required when the Status is Measure Not
Met or Not On Target.

0 Results for numerical data types are cumulative with respect to the As Of Date. Generally, that means that the entries will get
closer and closer to the commitment target value over time. In the CommCode 33 example above, for instance, let's contrast
individual counts for, say, inspections per month versus the cumulative total required by the ACS:

Inspections Cumulative
Shareholder Performed Total Date
Reg 1 1 11/01/2004
Reg 2 3 12/01/2004
Reg 1 4 01/01/2005

If you are pulling data from another database, you will want to create a crosstab query and use aggregate functions to provide you
with the cumulative results.

Notes:

3. NPMs can only directly import commitments to themselves; that is, commitments where the NPM shareholder is set to HQ. Only
an authorized Regional user has the rights to create or import Regional data. NPMs that want to generate import file data for
all of their Regions using their national databases need to create an individual import file for each Region. When complete, email
the Region its own file for subsequent import into the ACS.
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4. For commitments with the NPM shareholder set to HQ, the Reg SH must be null. The data import file would show two tabs in
succession.

IMPORT FILE FORMAT: REGION-CREATED COMMITMENT MEASURES

The field headers are labeled the same as with the NPM commitments; however, the contents of NPM and NPM SH are impacted.

o FY
The fiscal year of the commitment.
o NPM
This field must always be null for internal commitments created by the Regions.
o NPMSH
In this case, this is the Region that owns the commitment. Use the BAS-recognized regional identifiers (01, 02, 03, and so forth).
0o RegSH

The Regional shareholder. This could be Reg, for the Region, itself, or one of the appropriate abbreviations for the
States/Territories of that Region, or Tribes.

o CommcCode
The unique commitment code that identifies the commitment.

o Status
Commitment status. This must take one of seven, case-sensitive forms:

o Measure Significantly Exceeded
o Measure Met
e On Target
e Not On Target
e Data Unavailable
¢ No Status Provided
e Measure Not Met
0 Results
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Be sure 1) the data type matches that specified in the commitment, and 2) the response is the cumulative result for the year as of
the provided date below.

0 As Of Date
The date on which the reported results were correct. This is not necessarily the date the record was added to the system. For

example, it is quite permissible to enter January records in July. The date must be entered in the form of mm/dd/yyyy. Forward
dating is not allowed.

o Explanation
Any additional information to accompany the result. An explanation is generally optional; however, explanations are required if the

record has a status of Measure Not Met or Not On Target. Comments are limited to 2000 characters.

Example: If working from a spreadsheet, an excerpt from a Region's data file may look something like this:
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i z 2005 uj| Reg r1trb01 On Target 1 1101/2004

3| 3 2005 01 CT r1trb01 On Target 1 110272004

o 2005 01 Tl rtrb01 On Target 2 110152004

ol 2005 01 ME r1trb01 Mot On Target 1 11/05/2004 Slowed by weather

e 6 2005 01 Reg r1trb01 On Target 4120172005

; 7 2005 01 CcT r1trb01 On Target 20 D1/03/2005

g 2005 01 A& r1trb01 Mot On Target 2 01/05/2005 Behind expectations

A E 2005 o ME r1trb01 Cn Target 3 01,/08/2005

e | 10 2005 01 Reg r1trb01 On Target 3 010372005 Mistake in Dec numbers
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ik 12
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Ao |
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B 21

E:'* 22

24 -
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When converted to a tab-delimited text file, the records would look like this:

2005
2005
2005
2005
2005

01
01
01
01
01

Reg
CT
MA
ME
Reg

ritrb01
ritrb01
ritrb01
rltrb01
ritrb01

On Target
On Target
On Target
Not On Target
On Target

AR N R R

11/01/2004
11/02/2004
11/01/2004
11/05/2004
12/01/2005

Slowed by weather

Index
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2005 01 CT ritrbOl On Target 2 01/03/2005

2005 01 MA  rltrbO1 Not On Target 2 01/05/2005 Behind expectations
2005 01 ME rltrb0O1  On Target 3 01/08/2005

2005 01 Reg rltrb0O1  On Target 3 01/03/2005  Mistake in Dec numbers

In this particular example, there are a number of things to point out:

0 The blank NPM values appear in the text file as two tabs in succession.

o0 Fields required for every record include FY, NPM SH, Reg SH, CommCode, Status, Result, and As Of Date.

0 Responses for the Explanation are required only when the Status is Measure Not Met or Not On Target. They are optional
otherwise.

0 As Of Dates are often different from one another and would rarely be the date entered into the database. They need not be in any
order.

0 Results for numerical data types are cumulative with respect to the As Of Date. Generally, that means that the entries will get

closer and closer to the commitment target value over time. However, if you look at the last record in the example for the Region
as shareholder, you'll see the number has actually dropped since the December entry. This is permissible since it is correcting for
an earlier error. Viewed in a different way, let's contrast individual counts per month versus the cumulative total required by the
ACS:

If pulling numerical data from another database, you will likely want to create a cross tab query and use aggregate functions to

Inspections Cumulative
Shareholder |Performed Total Date
Reg 1 1 11/01/2004
Reg 3 4 12/01/2004
Reg -1 (correction) |3 01/03/2005

provide you with the cumulative results.

Data Import Rules
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There are a few things to keep in mind when creating files for import:

O O 0o O ©

The record identifiers must point to a real record.

Data types must agree.

Numerical ACS result entries must reflect cumulative FY totals as of the provided date.

An explanation is required for any record with a Status of Measure Not Met or Not On Target.

The import routine will reject improper records and notify the user of problems. Correctly formatted records will still be imported.

Any imported record that already matches an existing ACS record in terms of Status, Result, As Of Date, and Explanation will
not be acted upon. The existing ACS record will remain unmodified.

Any imported record that correlates to an existing Shareholder's record for a given As Of Date and which has a changed Status,
Result, or Explanation will update the ACS record with the new information. Automatic user ID and date of entry stamps will be
updated to reflect the change.

Any new imported records are simply appended to the ACS system.
Existing records cannot be deleted using the batch file import routine. You can still do so manually.

LOG OFF/EXIT

To complete your BAS session, logoff from the session prior to closing out the BAS application as follows:

o5

Click 2% _| on the toolbar.
o

Click —&*_| on the toolbar.
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TO ACCESS THE COMMITMENT REPORTS MODULE

Commits

Comm Rpts

Click
button.)

A screen will display prompting the user to choose a Fiscal Year for the session:

0 Select a Strategic Plan using the drop down list.

0 Select a Fiscal year using the drop down list.
o Click the select button to bring you to Commitment Reports screen.

COMMITMENT REPORT

SELECTING REPORTS

The report selection screen
formatted reports to access
is listed with an identifying Code

140

-‘L'r EPA BAS SP/FY Selecti

S EPA 55
wdoanzmal Protec
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Select SP/FY for this zession ___

3.0 - September 2003 Strategic Plan

Fizcal Year: [k

from the main toolbar. (Reveal the “Comm Rpts” button by clicking the small arrow to the right of the “Commits”

SCREEN:

allows the user to select pre-
Commitment data. Each report
and a descriptive Report Name.



Code Report Name

COM1 HQ /Regional Status By Commitment

COM2 HRegionfState Status By Commitment

COM3 Status By Region Index
COM4 Detailed MPM Report

COM5 Detailed Regional Reports

COMG Detailed NPM Grid Report
COM7 Detailed Regional Grid Reports

RUNNING COMMITMENT REPORTS:

Double click on any report listed on the
screen to launch that report. You also
have the option to filter any report before
retrieving report data. The Prompt for
Filter Criteria before Retrieval check box

is checked by default. If you wish to run
m an unﬁltered report, S|mp|y uncheck th|s
[¥ Prompt for Filter Criteria before: R etriesal box prior to double-c“cking the report of

interest. Leaving the box checked and

running a report results in the appearance of a pop-up filter screen.
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Specify Filter

X
~] ok |
ety |
Funchions: Columns;
£ % absl ] ﬂ allowance_code -
J J azc =] nprm_title
avgl Hx for all ] commitment_code
ﬂ ﬂ I:uitl_'r_nap[s] n:u:ummitmen_t_te:-:t
ceilingl w1 noh_carmmitment_yn
caze( « when a the goal_code
charl ] ohjective_code
J J cozl # ll zubobiective code ;I

If you unintentionally run a report with the filter criteria prompt activated, but do not actually want a filtered report, simply click
Cancel on the filter screen to run an unfiltered report.

FILTER

The Commitment Reports filter screen is somewhat different than the one used by the Commitment Tracking Data Entry Initial
Screen. There are no tabs for selecting different expression components and columns. To reduce the risk of syntax errors in your
filter expression, double click on the components (operators, such as ‘>’, and columns) in the lists wherever possible. Not all reports
have identical columns listed in the columns box.

NOTE: For Region specific reports, use the “allowance code” column and filter using values ‘01’ through ‘10’. (BAS identifies
specific Regions using “Allowance Holder” values). Also, to filter based on “Outyear Target” values, use the” five_year_goal”
column.
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Specify Filter

allowance_code =03

ol
L
[x

EPA Budget A ﬁl Cancel

& Filter is Q. J ety

Functions: o |
< > bzl =
J J azc =] = rprn_title:

avgl Hx for all ] commitment_code

ﬂ ﬂ bitmap [ ] commitrment_test
ceilingl # ] hioh_carmmitrent_wn
caze( « when a the goal_code

charl » ] objective_code
ﬂ J cosl w1 ll subobiective code

Example: To report data for a specific Region, double click the “allowance_ code” column. Manually type the ‘=" sign and the
Region you wish to filter on. IMPORTANT: You must type single quote marks around values or the filter will not recognize the
value. Exceptions are purely numeric fields, such as goal, objective, and subobjective. In this case, type ‘03’ to retrieve data for
Region 3 only.

o Click Verify to ensure that the filter syntax is valid (optional).
o Click OK.

To delete filter criteria, highlight the current filter text and press the delete button (on your keyboard), then press OK.
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NOTE: To change a filter, the Regional user must first delete the current filter, and then build the new filter. Otherwise, system will
assume you want to filter an already filtered dataset.

FILTER EXAMPLES:
Select all records for Region 01
allowance_code =01
Select all records for NPMs OAR and OSWER
npm_title in (‘(OAR’,;’OSWER’)

FILTER MISTAKES:

1) Missing single quotes around values
Bad example: allowance_code = 01
Good example: : allowance_code =01
2) Missing connector of "and" or "or"
Bad example: goal code =01 obj _code =01
Good example: goal _code = 01 and obj_code = 01
3) Lower case letters where letters should be capitalized
Bad example: npm_title ='oar’
Good example: npm_title ="OAR’
4) Incomplete entering of code numbers
Bad example: allowance _code = ‘1’
Good example: allowance_code = ‘01'
5) Incorrect spacing
Bad example: goal _co de
Good example: goal_code
6) Missing operator
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allowance_code ‘01'

Good example: allowance_code = ‘01"
7) Incorrect operator selected

Bad example:

commitment_code + ‘01

Good example: commitment_code = ‘01’
8) Column name selected twice

Bad example:

npm_title npm_title = ‘OPPTS’

Good example: npm_title = ‘OPPTS'

9) Missing underscore

Bad example:

Good example:

10) Spelling errors
Bad example:

Good example:

Once a report is
there are options at
Commitment
Screen that

control how the
The commitment
the title in the top
To the far top left of
description of the

SAVE

allowance code
allowance_code

nad
and
Region/State Status by Commitment
8/9/2004 12:01:52

FY': 2005

Region: 01

HPM: O4F

2 By default, data iz sarted left to right in the meazure grid. You can change the way data iz zorted by uzing the sort buttan on the
bottorn of the screen.

G: 1 0 2 & ST: Grp: Apg: PM:

m Continued discussing methods for converting Actuals data from old BAS database structure to the new stucture, Per client
suggestion, we continued a process of loading data from the previous BAS database structure into tables in the new BAS
structure that simulate reporting views in the previous structure. This approach may be used in liew of converting BAS data into
the new database stucture. The client identified a data conversion issue (appropriation code structure] that needs to be
addrezsed before a final data transfer can occur. Develop a solution to corwert appropriation codes from old to new BAS

|

¥ Prampt for Filter Criteria before Retrieval

Index

run (data retrieved),
the bottom of the
Tracking Report
enables you to
report is viewed.
reports will show
center of the report.
the report is a
specified filter.
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You can save a report in various formats.
o Click Save
Click the dropdown arrow in the Save in box and select a location to save in.
Type a file name
Select a Save as type (Save as type defaults to “Text with headers”)
Click Save.

O O0OO0O0

FILTER

You can also adjust the filter after the report data is retrieved. Select the Filter button from the bottom of the screen to bring up the
filter screen again.

PRINT
Click Print at the bottom of the screen to send the report to your default printer.

You can print the report in its entirety, specified pages of the report, or the currently displayed page of the report. Make selections in
the print dialog box accordingly.

PRINT PREVIEW

The displayed report is shown screen size initially and the numbers at the bottom of the screen do not reflect the number of pages
but the number of screens.

o Click Preview at the bottom of the screen.
0 Click the radio button for the desired magnification.
o Click OK.

NEXT PAGE
Click the Next Page button to view the following page of the report.

PRIOR PAGE
Click the Prior Page button to view the previous page of the report.
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CLOSE
To return to the main reports screen and select another report, click the Close button at the bottom of the screen.

LOG OFF/EXIT
To complete your BAS session, logoff from the session prior to closing out the BAS application as follows:

o

Click —2%_| on the toolbar.
it

Click —E*__| on the toolbar.

Reports
Standard Reports
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Standard Report Access and Types
See also:

0 Running Standard Reports

0 Standard Report Viewing Options

The Reports Selection screen allows the user to select from a variety of pre-formatted standard reports to access Budget
Automation System data. To save a report that is often used but not listed in this module, see Saved Ad Hoc Reports

ACCESSING THE STANDARD REPORTS MODULE
To access the Standard Reports module:

Click =Z£2% from the main toolbar (on a dropdown from Ad Hoc Reports)
OR

Select File>Open>Reports>Standard Reports from the menu
OR

Press Ctrl + S.

VERSION SELECTION
If a base version has not yet been selected, the Base Version Selection screen will appear. See Selecting the Base Version.
SELECTING STANDARD REPORT TYPES

At the top of the Report Selection screen are five different report types available for selection. These general report types are used
to group reports with similar data to assist the user in locating a report that suits their needs. They are:

o Performance Measure
0 APG (Annual Performance Goal)
o Evaluation Criteria
o BUD-2
a Other
Click in the corresponding checkbox to display all reports listed within that type.
Any combination of report types can be selected for display on the screen to display reports or either type.
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Each report is listed with a Code that indicates what type of report it is, a Report Name, and an indicator of whether it is a Single
version or Multi-version report.

NOTE: If the user would like to generate a Resource Report, Key Program, Payroll, APG, PM or APG/PM report, refer to the Ad
Hoc Reports module.

Running Standard Reports
See also:
o Standard Report Types
o Standard Report Viewing Options
RUNNING A REPORT
Double Click any report listed on the screen to launch that report.
MULTI-VERSION REPORTS
If a multi-version report is selected, a pop-up screen will appear allowing selection or desired budget versions.
o0 Click on the first Version box to access the selection dropdown boxes.
0 Select the desired fiscal year, cycle, and version from the respective dropdown boxes.

o0 Click on the second and (optionally) the third Version box and select the desired fiscal year, cycle, and version from the
dropdown box choices.

0 Click OK to confirm selections.
NOTE: Double click anywhere in the selection box to remove the version selections.
REPORT FILTER CRITERIA

When the Multi-version budget versions are selected -OR- when a Single version report is launched, the Specify Filter dialog
box will appear to allow the user to specify a filter expression for the selected report data. To specify a filter expression for the
user’s report:

For detailed information on Filtering, see Filter Feature.
NOTES:

1. To bypass the Specify Filter dialog box, uncheck the checkbox labeled Prompt for Filter Criteria before Retrieval at the
bottom of the screen.

2. If at any time the user wishes to establish or change a filter, click the Filter button to open the Specify Filter dialog box.
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Standard Report Viewing Options
See also:

o Standard Report Types

0 Running Standard Reports

Once areport is run (data retrieved), there are options at the bottom of the Standard Report Screen that enable the user to control
how the report is viewed.

FILTER

The user can also adjust the filter after the report is displayed. Select the FILTER button from the bottom of the screen to bring up
the filter screen again. (See Standard Report Filters)

PRINT
Click Print at the bottom of the screen to send the report to the default network printer.

The user can print the report in its entirety, specified pages of the report, or the currently displayed page of the report. Make
selections in the Print dialog box accordingly.

PRINT PREVIEW

The displayed report is shown screen size initially and the numbers at the bottom of the screen do not reflect the number of pages
but the number of screens.

o Click Preview at the bottom of the screen.
0 Click the radio button for the desired magnification.
o Click OK.
NEXT PAGE
Click the Next Page button to view the following page of the report.
PRIOR PAGE
Click the Prior Page button to view the previous page of the report.
CLOSE
To return to the main reports screen and select another report, click the Close button at the bottom of the screen.
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Ad Hoc Reports

Ad Hoc Report Access and Settings
See also:

Saved Ad Hoc Reports

Selecting Ad Hoc Report Columns
Ad Hoc Report Groups and Filters
Other Ad Hoc Settings

Ad Hoc Report Viewing Options

0000 o

Ad Hoc Reports allow the user great flexibility and choice in the selection of report parameters. Unlike the standard reports in the
Standard Reports Screen, Ad Hoc Reports can be customized as needed by the user, changing parameters "on the fly" to
accommodate your particular reporting needs as well as performing "what if* scenarios on screen.

Once the desired report parameters are developed, the reports can be saved for repeated use on updated data; and the output can
be printed on the user’s local printer, downloaded to a spreadsheet or into a table in a word processing document.

To access the Ad Hoc Reports module:

o Select *™=F* on the toolbar
OR

0 Select File>Open>Reports>Ad-Hoc Reports from the menu
OR

o Press Ctrl + H.

REPORT TYPES

Select the desired Report Type using the radio buttons at the top of the screen.
. (¥ Hesource (" APG " APG Grouped

SelectReportType: . | ol APG/PM  ( APG/PM Grouped ~ <o¥F109

{" PH [&ctivity level entries]
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NOTE: Based on the Report Type chosen, the available Data Types, Versions, Groups, and Filter choices will change
accordingly. Since switching to some data types may reset all user parameters, the user may be given a warning message and
asked for confirmation of the desired change.

SELECT DATA TYPES

The Resource Type radio buttons allow the user to choose either Direct or Allocated resource types. Depending on the Report
Type, the system may select a default data type.

Select Direct Dollars, Allocated Dollars or Allocated Other from the radio buttons.

SELECT APG/PM TYPE

The selection of APG, PM, or APG/PM report types include more options than exist for Resource, Payroll, or Key Program reports.
The user has the ability to choose between National and Local APG or PM types using the appropriate radio button.

Select Res Type: + Direct © Allocated { Allocated Other

REPORT TITLE

At any time you may enter a Report Title by clicking on the text box next to the Report Title button and entering the text for
your Title.

Saved Ad Hoc Reports

See also:

Ad Hoc Report Access and Settings
Selecting Ad Hoc Report Columns
Ad Hoc Report Groups and Filters
Other Ad Hoc Settings

Ad Hoc Report Viewing Options

[ N R S S
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RETRIEVING A SAVED REPORT
Report queries that users find useful and want to save for later user can be easily saved, retrieved and resubmitted as needed.
o Click the Select a Report button and view the following window:

Al Ad Hoc Report Mainbenance = x
Ancess Type: [ Fiale & Pubic T NPM I eH
iy -

_ User Hame Report Hame ACcEEE

brant eszhan Subabyective Repor MHEERL Pugabc

Evien Lane proicetion Fuiabe:

i THEWPED Zarolyn-2000 S Check Puhlc

2 THORMPEO [y =1e ) Pl

C THOMPSO eractita Pugabe

= THORPEO eract3a Puble

carol berris hRM eepEraEtion of Change Bk

carol tarr [P Inbarreal oreskost Fugbc

cari tarria MR abiecdive oreehoot Fuiabe:

cardl berris MPKreGons Pubc

caral v ogel oprepon! 11893 Puhc

carn wogel oprepart 1165838 Puiabe:

Laa S5pre=bud Publc ﬂ

Selecl | ot | Delet= | Cos= |

o0 To filter the list of saved reports available, uncheck any of the Access Type boxes

o0 (Optional) Click Sort to modify any of the sort criteria for the list of saved reports. For more information on sorting, see Sort
Feature (default sort criteria is by User Name, then Report Title in ascending order).

Highlight the desired report title from the list.

0 Click Select to transfer the parameters of the saved report to the Ad Hoc Report screen and close the Saved Reports
dialogue box.

NOTE: The list of saved reports varies depending on the Report and Data types selected. If you cannot find your saved report,
check these parameters.

SAVING AD HOC REPORT SETTINGS
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To save your current title, column, group and filter settings for future use:

o Click the Save button and view the following dialog box.

4! Save Report Setup

Aepot dcceas

* Private & Publici ¢ NPM |52 - OARMAMCE

===
a3

Feleronce Name for Feport; |

REROST ID: 2068

0 Select the Report Access: Private, Public, NPM or Allowance Holder (AH users only) by clicking in the appropriate radio

button.
0 Type in a name in the Reference Name for Report field.
o Click OK.

Reports saved as Private will appear only on your personal saved report list. Reports saved as Public will be available for selection
by all users. Reports can be saved to a particular NPM or AH by clicking the NPM radio button then selecting an NPM or AH from

the dropdown box.

NOTE: Only NPMs or Allowance Holders for which you have access will be available for selection when saving a report.

Selecting Ad Hoc Report Columns
See also:

Ad Hoc Report Access and Settings
Saved Ad Hoc Reports

Ad Hoc Report Groups and Filters
Other Ad Hoc Settings

Ad Hoc Report Viewing Options

0O 000 DO

The report columns in BAS Ad Hoc reports are selected from the list of Budget Versions. The user determines which budget
version(s) a report will be run against, as well as what type of data is displayed.
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0 Click the Report Column(s) button to display the Ad Hoc Version Selection screen.

Ad Hoc Yersion Selection

Strategic Plan: | 3.0 - September 2003 Strategic Plan -

B4 2004 PRS
-4 20034CT
o, 2003EMA
-4 20030PP
=8 ] 2002 0PF
? 2002 Actuals for 2005 OME Process (v 16.3) (id 13215)
@ 2002 Actuals for 2004 Pres Bud [v 16.4] (id 13220
------ ? 2002 Actuals for 2005 Pres Bud Process (v 16.5) id 13655)
B ? keylogic test for merge/copy [+ 987) [id 13743)
-4 2001 OPP
-4 20000FF

Drag and drop version selections into appropriate columns:

INRNEN

aK LCancel

" 3 " FTE
" 3 " FTE
(Ol " FTE
* & " FTE

VERSION ACCESS RIGHTS

o Choose a Strategic Plan from the
dropdown list.

The text box will display a tree view of the
different fiscal year, cycle and versions
available under this Strategic Plan.

o Double-click on the level to view
what lies beneath it, or click on the
"+" to the left of the listed item.

o0 Double-click on an expanded level
to compress it, or click on the "-" to
the left of the item.

Note: Forthe “‘ACT' (Actuals) cycle only,
the tree must be further expanded to
another level of resource types (e.g.
‘OPPLAN', ‘OBLIG', etc.). The names and
types of resources in the Actuals cycle
versions may change periodically to meet
the needs of the users.

Only the versions you have Edit/Update or View Access to will be displayed in the tree view. Versions designated as "No Access"
for your user type will not be included in the tree view and therefore are not available for selection.

NOTE: Specific ‘Actuals’' resource types are subject to change. Available types are determined by OCFO.

VERSION SELECTION

The user may select any combination of budget versions. Up to six columns of budget data can be displayed on most reports
(resource, Key Program, payroll). APG reports can display up to three columns, and APG/PM and PM Resources reports can

display up to two columns.

For resource, payroll and Key Program reports, within each column you may display information for one version or a calculation

involving a number of versions.
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(0]

Drag and drop the selected version (or resource type for ACT cycles) to the desired column cell on the bottom of the screen
(verify that the version number appears in the Column window).

For calculations, select the operator from the dropdown list provided (+ for addition, - for subtraction, * for multiplying by a
user-entered number, or / for dividing two versions).

The user may select the type of resources (Dollars or FTE) displayed by using the radio buttons to the right of the column
version information. The report type determines available choices on the radio buttons:

0 Resource and Key Program reports: $ or FTE
o Payroll reports: No choice, always displays $ and FTE
0 APG and PM reports: $/FTE or None

Click OK to return to the Ad Hoc Reports screen.

CLEARING VERSION SELECTION

To clear a currently selected version for a column, set the pointer over the version to be cleared and click the right mouse button.
From the pop-up menu, click Clear.

Note: This is the only function in the Ad Hoc Reports module that requires a right mouse click. Use left mouse clicks for all other
operations.

CUSTOMIZE COLUMN HEADINGS

The user can customize the heading that appears at the top of each column of their Ad Hoc report, otherwise the heading will default
to the name of the Budget Version.

o
o

o
o
o

Click the Set Column Headings button to the right of the Report Column(s) box.

Uncheck the Use Default check box next to the column whose heading you wish to change. This will allow you to enter a
custom title.

Highlight the text in the text box and enter the desired column title.
Repeat as desired for each heading.
Click OK to save changes or Cancel to close the dialog box without making changes.

Note: To return to the default heading for a column, just recheck the appropriate Default check box.

AD HOC REPORT GROUPS AND FILTERS
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See also:
Ad Hoc Report Access and Settings
Saved Ad Hoc Reports
Selecting Ad Hoc Report Columns
Other Ad Hoc Settings

0 Ad Hoc Report Viewing Options
SELECTING REPORT GROUPS

The user can customize reports by selecting which report groups are to be displayed and the order in which those groups will be
displayed. Each report data type will have a different selection of groups available for selection. A maximum of six groups can be
selected.

0O 0 0 O

0 Click on the Report Group(s) button to view the Report Groups dialog box.

o Highlight the desired group on the Available List (left side) and cIick.
0 The selected group moves to the Selected List (right side).

o0 To deselect a group, highlight the group in the Selected List and cIickl.

(Optional) The user can choose to have page breaks occur in the report on either the first, second, or third group selected. Each
time that group cycles to a new value, a page break will be inserted in the report.

0 Check the first, second or third check boxes labeled Page Breaks.
0 Click OK to save changes or Cancel to close without saving

SELECTING REPORT FILTERS
Ad Hoc Reports can be filtered to only display desired information.

o Click the Report Filter button located near the center of the main Ad Hoc Report Screen to access the Specify Filter dialog
box.
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! specify Filter El

o
Cancel |
Werify |
=
Functions: Columns:
_=| i| EETWEEM n AMD n AGENCY _ACTMITY _CODE
IN[ 5, 2] ALLOWARCE_CODE
_<| _>| :g HE[LNULL APPROPRIATION CODE
LOWER[ 5 ] BEGIM_BUDGET_FY_CODE
= 5= | [MOTIM[s 2] BOC_CODE
EIEE_E;H[ s.n.n BUDGET PRC_CODE
[s]
_[| _]J COMPOMENT _CODE
COST_ARES_CODE
and il DEVELOPMENT_STAGE_CODE |

The Ad Hoc Report Filter screen is somewhat different than other BAS filter screens. There are no tabs for different expression
components. To reduce the risk of syntax errors in your filter expression, double click on the components in the lists wherever
possible.

0 Click Verify to ensure that the filter syntax is valid.
0 Click OK (or Cancel) to return to the main Ad Hoc reports screen.
To delete filter criteria, highlight the current filter text and press the Delete button, then press OK.
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NOTE: To change a filter, the user must first delete the current filter, and then build the new filter. Otherwise, BAS will assume you
want to filter an already filtered dataset.

The completed filter expression will appear in the text box to the right of the Report Filter button.

f+ Resource

Select R t T :
e epont Type " Payroll

= PH| [Achvity level entries]

i APG " APG Grouped

" KeyP
 APG/PM " APG/PM Grouped AT

‘ Select Res Type: ' Direct " Allocated ~ Allocated Other

Select APG/PM Type: @ National € Local |

Report Hame: |CD_N 0_ADDS

Select a Report |

. Fv' 2000 Carry Over Qperating Plan
Heport Title | EPHM by Ripia

[exchuding Congreszional Adds)

Report Column(z): |

Set Colurnn
Headings

—[rPID Report Filter: | LOCAL_CODE rot between BAD and 222" HD
Report Group(s): | BOC (Budget Object Class] cpor mTek EEID-‘«L_EDDE NOT L.IBKPEB'EHZ']DHETDC&L_CDDE

[+ Print Bepart Filter
[ Grid/Summary Only

IS NULL) &ND APFROPRIATION_CODE =B' AND
BEGIN_BUDGET_Fv_CODE <2000

™ Print Version Commerits Execute

ADHOC FILTER FUNCTIONS:

BETWEEN n AND n

Between value and value.
Where ‘X’ is between 25 and 100.

IS NULL Allows you to Check for empty (null) values.
Where ‘X" is Null.
STRING Sequence of Characters.

SUBSTR(SUBSTRING)

Allows you to extract a substring (Part) from a string.
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IN/NOT IN Helps reduce the need to use multiple’ OR’ conditions.
Make Statements easier to read and more efficient.

LIKE/NOT LIKE *Allows you to use ** wildcards in the where clause which
allows you to perform pattern matching.

IS NOT NULL Allows you to check for records that are not null.

*Although the filter like/not like is not in the Filter Functions pick list (as there are many generic filters commonly used in an Oracle
database), you can manually type the filter.

*Common wildcards are in the form of %,*, ?

A wildcard character is a special character that represents one or more other characters. Wildcard characters can be used to
represent many other characters. Use them whenever you need to define a string of characters.

FILTER EXAMPLES:
BETWEEN n AND n

(LOCAL_CODE between ‘AOA’ and ‘AZZ’) you can request for the opposite result by placing the word not before the’ between n
and n filter function’.

(LOCAL_CODE not between ‘AOA’ and ‘AZZ’)
You can also filter to a finer level of detail by adding to the same filter. For example:
(LOCAL_CODE between ‘AOA’ and ‘AZZ’ OR LOCAL_CODE LIKE ‘Q%)

SUBSTRING

Substr(string, start_ position, length) The first position in the string is always 1. The length is the number of characters to extract.
SUBSTR(LOCAL_CODE,1,1) in (‘Q’,)G,’A’, ‘O’)= LOCAL_CODE A, Q ,G and O.

SUBSTR(LOCAL_CODE,1,3) in (‘Q’,’G,’A’, ‘O’)= LOCAL_CODE AOQ

IS NULL/NOT NULL

RPIO_CODE="16" and COMPONENT_CODE is not null
RPIO_CODE="16" and COMPONENT_CODE is null

160



Index

IN/NOT IN

(The ‘in’ function reduces the need to use multiple and conditions).

Example of and statement:

ALLOWANCE_CODE ='01' and ALLOWANCE_CODE ='02' and ALLOWANCE_CODE="05’
Example of in statement. It is equivalent to the above and statement.

ALLOWANCE_CODE in (01, 02, 05,)

APG FILTER/PM FILTERS

For APG reports, the data can be filtered by APG Class. For PM reports, the data can be filtered by PM Class. For APG/PM
reports, the data can be filtered by APG Class, PM Class and PM Type.

o Depending on data type, click on the APG Filter button or the PM Filter button (as available).
0 Select the desired choices by highlighting each selection. To de-select, click a second time.
o If Congressional APG’s/PM’s are desired, click the appropriate box.

o Click OK.

APG FILTER/PM FILTERS

For APG reports, BAS data may be filtered by APG Class. For PM reports, the data can be filtered by PM Class. For APG/PM
reports, the data can be filtered by APG Class, PM Class and PM Type.

o Depending on data type, click on the APG Filter button or the PM Filter button (as available).
o0 Select the desired choices by highlighting each selection. To de-select, click a second time.
o If Congressional APG’s/PM’s are desired, click the appropriate box.

OTHER APG/PM REPORT OPTIONS

Check boxes allowing other report options (example: Print APG Code) are listed under the Filter buttons and are available for
refining report output.

Other Ad Hoc Settings
See also:
0 Ad Hoc Report Access and Settings
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Saved Ad Hoc Reports

Selecting Ad Hoc Report Columns
Ad Hoc Report Groups and Filters
Ad Hoc Report Viewing Options

[ S W

¥ Print Report Filter
[ Grid/Summary Orly

Iw. Frint “ersion Comments

PRINT REPORT FILTER
Checking this checkbox will display the Filter Expression with the report.
GRID/SUMMARY ONLY

Clicking on the Grid/Summary Only checkbox changes the report view by summarizing the report into grid/tabular format. From the
grid readout, reports may be saved in a variety of formats (e.g. text file, spreadsheets, etc.).

Note: This option is not available for the Payroll report type.
PRINT VERSION COMMENTS

Clicking the checkbox for this option allows the user to include a summary section with any comments about the selected versions
used in the report. Version Comments are those entered by a Superuser and are viewable on the ‘Version Status' screen.

RESET REPORT SETTINGS
To clear all of the current column, group and filter specifications, click the Reset button.

AD HOC REPORT VIEWING OPTIONS
See also:
0 Ad Hoc Report Access and Settings
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Saved Ad Hoc Reports

Selecting Ad Hoc Report Columns

Ad Hoc Report Groups and Filters

Other Ad Hoc Settings

To generate a report with your column, group, and filter specifications:
o] Click the Execute button

[ S W

The AD Hoc Report Display window will appear with the generated report and the following options:
PRINT
o0 Click Print to send your report to your local printer via a standard Print Dialog box.

PRINT PREVIEW

The Print Preview option allows the user to view the report in the format it will be printed, including page breaks, etc. The user can
select a magnification value for the preview display.

0 Click Preview at the bottom of the screen.
0 Click the radio button corresponding to the desired Magnification.
o Click OK.

PRIOR PAGE
o Click Prior Page to scroll to the previous page in the report.

NEXT PAGE
o0 Click Next Page to scroll to the following page in the report.

CLOSE
0 Click Close to return to the main Ad Hoc reports screen.

Annual Performance Goals Edit/Browse
Single Version APG Edit/Browse
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See also:

Add/Update APG Records

Save or Delete APG's

National and Local APG's

o Performance Measures Assigned to APG's

Annual Performance Goals for the base version are displayed in a tabular, grid format in the APG Edit/Browse Screen. This screen
is a good place to view APGs assigned to an NPM/AH as they are displayed in one place; whereas, in the Resource Screen you
must look at each individual Objective or Subobjective to view assigned APGs.

To access the APG E/B screen:

L]
Click _*F5E€ | on the toolbar

-OR -

Select File>Open>APG>APG Edit/Browse from the menu
BASE VERSION SELECTION
If a base version has not yet been selected, the Version Selection Screen will appear.
NPM/AH SELECTION
The view defaults to either NPM or AH, depending on the User type.
Select an NPM or AH as appropriate from the dropdown list.
Annual performance goals for the specified inputs will populate the grid.

[ W

VIEWING AN CELL’S FULL TEXT
Click in the desired field (i.e. Fiscal Year, Allowance Holder, APG Code, APG Group, Class, Statement or Comment).

Goal, Objective, Subobjective and Strategic Target (if applicable) are automatically populated once you assign the APG to an
APG group.

To assign an APG to an APG group select the APG Grp. Maint. button at the top of your screen.
For more details on the APG Group Maintenance Function see the APG Grp. Maint.
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The entire text of the Goal, Objective Subobjective or Strategic Target will appear in the text box below the grid. A data window
displays at the bottom of the screen with the full Statement or Comment text.

PM

The PM Screen will display Available and Assigned PM Targets. PM Code, Title, Target Value, Unit, Class, Type, and
Congressional indicator are displayed for each PM Target. PM Targets that have been assigned to the APG are displayed in the
Assigned PM Target list at the bottom of the screen.

The Allowance Holder code will be displayed at the bottom of the PM Screen. The AH code is the same as the AH code from the
APG row on the previous APG Edit/Browse Screen.

0 Highlight the desired APG row.

o0 Click PM on the button bar.
The PM Screen is displayed.
NPM Users can view and update PMs assigned to APGs in the APG Edit/Browse Screen.
For more details on the PM function see the Performance Measures Assigned to APG's
REFRESH

The Refresh button will close, collapse, and re-populate the current screen to ensure that the user can view all changes made by
other users while the user was logged into the system. It is important to periodically use Refresh because the system is open to
multiple users.

o0 Click Refresh on the button bar.

SORT

The user can re-order the resource information displayed on the screen for more convenient viewing or updating.
o Click Sort on the button bar.

For more details on the Sort function see the Sort Feature section.

FILTER

The user can control the scope of resource information displayed on the screen for more convenient viewing and updating.
o Click Filter on the button bar.

For more details on the Filter function see the Filter Feature section.
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Add/Update APG Records
See also:
a Single Version APG E/B

o Save or Delete APG's

o National and Local APG's

o Performance Measures Assigned to APG's

UPDATING EXISTING APG RECORDS

o
o
(0]
o
o

Click in the field containing the information to be updated.

Clicking the drop down box and re-selecting a group can update Apg group.

Clicking the drop down box and re-selecting Allowance Holder can update the Allowance Holder.
APG Fiscal Year and APG Code require direct manual entry.

Apg class and Congressional can be changed by re-selecting from the drop down box.

Click in the Statement box. A data window is displayed at the bottom right corner of the screen. Click in the data window and
manually enter Statement information.

Click in the Comment box. A data window is displayed at the bottom left corner of the screen. Click in the data window and
manually enter the Comment information.

APG records can be created in the Single Version APG E/B. The process of creating new APG records is the same as assigning
APGs in the Resource Screen. The APG Edit/Browse Screen is a useful place for entering multiple new APG records.

CREATING NEW APG RECORDS

166

(0]

O O 0o o ©

Highlight where the new record will reside and click Insert on the button bar. A new blank row is displayed.

Enter APG Code (must be between one to three digits).

Select an APG Group from the drop down box

Goal, Objective, Subobjective and Strategic Target are automatically populated based on the APG group’s definition.
Select an AH code from the drop-down box.

Enter Fiscal Year (must be four digits).

Click in the Statement box. A data window is displayed at the bottom right corner of the screen. Click in the data
window and enter Statement information
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0 Select an APG Class from the drop-down box
Select "Yes" or "No" in the Congressional indicator field.

Click in the Comment field. A data window is displayed at the bottom left corner of the screen. Click in the data
window and enter Comment information.

o Click SAVE.

NOTE: Unless NPM user specifies Allowance Holder code, the screen will default to AH code with identical code as the RPIO
"owned" by the NPM. For example, if the user selected NPM 10, the default AH code will be AH 26 because NPM 10 "owns" RPIO
code 26.

CREATING DUPLICATE APG RECORDS
The NPM User may enter data more efficiently by creating duplicate rows of standard data.
o0 Highlight the row to be replicated.

o Click on the Duplicate Row button at the top, right of the screen. The new, replicated row appears above the previous
row.

0 Select the AH code from the drop-down box.

0 Update any other necessary information.

0 Repeat these steps to create additional duplicated APG records.
o Click Save.

Note 1: When an APG record is replicated, the Performance Measures associated with these records are also replicated. The
User must reassign or unassign performance measures to the new APG record.

Note 2: AH Users do not have the ability to create duplicate APG records.

SAVE OR DELETE APG'S
See also:

o Single Version APG Edit/Browse

0 Add/Update APG Records

a National and Local APG's

o Performance Measures Assigned to APG's
SAVING NEW OR UPDATED APG’'S
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The APG Edit/Browse Screen allows the user to add multiple new records and make multiple updates. The user is not required to
click Save after each individual addition or update.

0 Click Save after completing all desired additions and updates

0 Click OK on the confirmation message: All modified rows were updated successfully.
DELETE APG'S

o0 Click anywhere in the APG record to be deleted. The entire row is highlighted

o Click Delete on the button bar.

o Click OK to confirm deletion.

PERFORMANCE MEASURES ASSIGNED TO APG'S
See also:
a Single Version APG Edit/Browse
0 Add/Update APG Records
o Save or Delete APG's
o National and Local APG's
NPM Users can view and update PMs assigned to APGs in the APG Edit/Browse Screen.
o Highlight the desired APG row.
0 Click PM on the button bar.
The PM Screen is displayed.

Viewing PM Targets

The PM Screen will display Available and Assigned PM Targets. PM Code, Title, Target Value, Unit, Class, Type, and
Congressional indicator are displayed for each PM Target. PM Targets that have been assigned to the APG are displayed in the
Assigned PM Target list at the bottom of the screen.

The Allowance Holder code will be displayed at the bottom of the PM Screen. The AH code is the same as the AH code from the
APG row on the previous APG Edit/Browse Screen.

Headquarters AH (AHH User)
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The user may view, assign, and unassign (only in OpPlan version) National and Local PM targets. The user may also edit
Responsibility Center, Local Option, and Allocated Value fields for National PMs. To update these fields, simply click in the
appropriate box and enter the data or select an option from the drop down menu.

Regional AH (AHR User)

The user may view National and Local PM targets. The user may not assign or unassign National PM targets. In the OpPlan version
only, the user may assign and unassign Local PM targets.

OpPlan

In OpPlan versions, the NPM User can view the Allocated Value field as well as the PM Code, Title, Target Value, Unit, Class, Type,
and Congressional indicator fields.

In the OpPlan, the PM Screen will also display Responsibility Center and Local Option codes displayed at the bottom of the screen
along with the Allowance Holder Code. Allowance Holder code, Responsibility Center code, and Local Option are not editable by
NPM user.

Assigning PM Targets
o0 Highlight the PM in the Available PM Targets list.
0 Click the down arrow to move it to the Selected PM Targets list.
o Click SAVE.
The PM Target is now assigned to the APG.
Un-assigning PM Targets
o0 Highlight the PM Target in the Selected PM Targets list.
0 Click the up arrow to move it back to the Available PM Targets list.
o Click SAVE.
The PM Target is now unassigned from the APG.
Note: The PM Screen will display Available PM Targets and Assigned PM Targets. The Available PM Target List is populated with
version-specific Targets owned by the selected NPM.
Intranet

Intranet Address List

This screen provides BAS users with easy access to Intranet sites with various types of EPA-specific information. Only SuperUsers
may add or delete sites from the Intranet Address List.
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To access the Intranet Address List:

o
Click "= | on the toolbar.
OR
Select File>Open>Browser from the menu
OR

Press Ctrl + B

INTRANET SITE SELECTION

NPM or AH users may view the list and select an Intranet site as follows:
0 Highlight the desired Intranet site on the list
o0 Click Select from the button bar.

Glossary

Ad Hoc Report

Ad hoc report allows user to make report column, group, and filtering selections; allows for more flexibility in report design; ad hoc
reports can be generated, printed, saved, and retrieved for future use.

APG

Annual Performance Goals are assigned to Performance Measures and Activities under each NPM category; these are set by NPM.
Appropriation

An Appropriation is attached to a Program Component or a Subobjective; an Appropriation is defined by establishing dollars and

FTEs; when an Appropriation is established an RPIO must also be designated; further refinement requires specification of one or
more activities and the associated Allowance Holders, dollars, and FTEs.

Assign
To associate an item with an Objective, Subobjective, or Resources, for example associating PMs to a Subobjective.

Available List
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List of available items for selection such as the available list of Performance Measures or Sensitive Populations; the Available List
option in the Resource Screen will allow the user to view all ten Goals and their Objectives and Subobjectives.

Baseline
Represents accomplishment to date. Future accomplishments will exceed this level of performance.

Base Version

Cycle, Fiscal Year, and Version selected upon initial entry into the Budget Automation System; Base Version information is
displayed in all single version screens.

BOC

Budget Object Class refers to a set of EPA-wide predefined accounting categories; each Resources/Allowance Holder can have its
funds reallocated by BOC in the OpPlan Phase.

Budget Execution Phase

Phase of the budget planning process involving the distribution of allocated funds and spending controls.

Collapse

To shorten and close up the Planning or Resource Trees to display less levels of information by double-clicking an expanded level's
title information or by clicking on the minus sign to the left of title information.

Comment

An explanation of components such as: Key Programs, Evaluation Criteria information, APGs, or Sensitive Populations.
Comments/Explanation

Any explanatory text about the measure.

Data Source

Origin of information relevant to the specified measure (e.g. proposed measure is "concern for shellfish”, data source could be SIMS, Shellfish
Information Management System).

Data Type

Numeric, text, percentage, date or Yes/No. Data type selected determines the exact nature

of the values entered in target, baseline, and universe fields.

Delete

To remove information; the Delete menu option/button will remove a component such as an APG or PM.
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Dropdown Box

Rectangular boxes with a down arrow that when clicked display available components for selection such as available NPMs; to
select one of the available components in the drop-down box, click on the desired component.

Edit/Browse screens

Edit/Browse screens display information in a tabular, grid format that may be more convenient for viewing and updating information;
Edit/Update screens also have Filter and Sort features.

Edit/Update Access

Users with Edit/Update rights are able to add, update, and delete information in versions they have been assigned edit/update
access.

Evaluation Criteria

A set of data assigned to a Subobjective which identifies one of several predefined levels for various Evaluation Criteria; the criteria
include initial and residual human health risk, initial and residual ecological risk, initial and residual quality of life risk, mandate
information, service delivery, and sensitive population information as well as comments on the risk factors, mandate, service
delivery, and sensitive population information.

Execute

Execute will retrieve information requested for an Ad Hoc Report; clicking Execute in the Ad Hoc Screen will retrieve and display the
report.

Expand

To enlarge and open up the Planning or Resource Trees to display additional levels of detail for viewing or editing; can expand by
double-clicking on title information or clicking on the plus sign to the left of title information.

Filter

Filter enables the user to control the scope of information displayed on a screen or in a report.
FTE

Full Time Equivalents; the quantity of staff allotted.

Goal

Descriptive information contained under a Strategic Plan, the goal information is global across all versions and Fiscal years under a
Strategic Plan; additional dollars and FTEs may be assigned to a goal that is not placed.

Highlight

172



Index

Select an item with a left mouse click.
Insert

To add new information; the Insert menu option/button will add a new component such as a new APG or PM.
IT Projects

A set of columns that include: Project Type, Project Name, Project Stage, Project Cost Area and two reserved columns Project
Reserved 1,Project Reserved 2 (future use will be determined by APBD). These columns consist of IT Projects used to budget for
agency information technology projects. These columns together are the equivalent to the site/project field in IFMS.

Key Program

Broad agency-wide initiatives assigned at the Objective level.

Log In

Log in identification used to enter the Budget Automation System; generally first initial and last name.
Long Statement

Detailed descriptive information for data such as APGs and PMs.

Managing Office

NPM-specific sub-offices, allows NPM to assign performance management at a finer level of detail.
Mandate

Evaluation Criteria information has mandate information that indicates whether there is Mandate with Penalty or Mandate Without
Penalty and can also be an indicator of Binding Agreements or Public Commitments.

Measure Code
An alpha-numeric identifier unique to the measure within the NPM / Region creating the measure.
Merge

To merge and combine two Objectives and Subobjectives and all information associated to the Objective and Subobjective (i.e.
APGs, PMs, Evaluation Criteria, Key Program, resource information); for example merging Objective 01 and Objective 02 will
combine and append all attendant records.

Multiversion Resource Edit/Browse Screen

Resource information for a specified NPM (for up to six versions) is displayed in a tabular format; each version's data can be toggled
between dollars and FTEs; Sort and Filter features enable the user to control the scope and order of resource information displayed:;
users with edit/update rights can add, update, or delete Dollar and FTE values.
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Multiversion PM Edit/Browse Screen

Performance Measure information for a specified NPM or AH (for up to three versions) is displayed in a grid format; users with
edit/update access can assign or unassign PMs.

Multiversion

Indicates information for two or more versions are displayed in a screen or a report.

National Annual Target
Total nation-wide performance target for the current FY, including contributions from HQ and Regional shareholders.

No Access
Users with No Access rights are locked out of versions and are unable to view information.
Non Commitment Indicator

Represents a measure for which performance tracking is of interest, but for which shareholders will not be held accountable for specific
performance progress.

NPM

Refers to the various heads of the agencies within EPA such as OAR; security features allow each NPM to modify budget
information relating to their specific agency.

In BAS, every NPM is assigned an NPM Code (usually a letter), a short title (initialism)
and a long title. NPM codes and titles are as follows:

NPM NPM NPM

Code Short Title Longq Title

A OAR Office of Air and Radiation

B ow Office of Water

C OPPTS Office of Pesticides and Toxic Substances
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D OSWER Office of Solid Waste and Emergency Response
E OECA Office of Enforcement and Compliance Assurance
F ORD Office of Research and Development

G OARM Office of Administration and Resource Management
H OEl Office of Environmental Information

[ EXEC STEER Executive Steering Committee

J OCFO Office of the Chief Financial Officer

L OIA Office of International Activities

M ADM/STAFF Office of Administrator /Staff

N OGC Office of General Council

P INSP GEN Office of Inspector General

Objective

Descriptive information contained under a Strategic Plan and assigned to a specific goal, the information is global across all versions
and Fiscal years under a Strategic Plan; additional dollars and FTEs may be assigned to a Subobjective that is not placed in the
detailed resource information; when a Program Component is not utilized, Allowance Holders/Appropriations are tied directly to the
Subobjective.

OCFO
Office of Chief Financial Officer, top level of EPA, responsible for budget planning process. Contains three divisions.
OPAA

Office of Planning Analysis and Accountability; responsible for examining the budget objectives and determining if the planned goals
were met and reporting the results to Congress; can access the application under a specific user account.

Operating Plan Phase

Phase of the budget planning process involving the development of blueprints for the allocation of resources, communication
between Congress and the EPA regarding the budget submission (hearings), and regional as well as headquarters involvement.

Outyear Target
Strategic performance target (e.g. 5 Year Target) based on Agency strategic planning.

175



Printed Manual-Version 7.0.0

Planning/Formulation Phase

Phase of the budget planning process involving the estimation of resource requirements based upon specific goals and initiatives,
an internal EPA review of the budget request, OMB's review of the budget request, and the President's submission of the budget to
Congress.

Planning Tree

Structure in which Strategic Planning information can be viewed in the Planning Screen; information is agency-wide and not NPM or
AH specific.

Planning Screen

Agency wide Goals, Objectives, Subobjectives, and Evaluation Criteria information can be created, displayed, and updated; users
with update rights can add, update, or delete information; Evaluation Criteria and Sensitive Population information can be viewed
and updated.

PM

Performance Measures are assigned to Annual Performance Goals and Activities.
Program Component

A subdivision of the NPM; these may or may not be used by the NPMs.

Radio Button

Radio buttons are circular and to the left of an item selection; when user clicks in a radio button the item is selected; only one item
can be selected.

Refresh

Refresh closes, collapses, and reopens the current screen to ensure that the user can see any changes made by other users since
logging into the system; it is important to periodically refresh the screen because the system is open to multiple users.

Regional Annual Target

Total Regional performance target for the current FY, including contributions from Regional HQ and State/Tribal shareholders.
Report Group

Report group selection for ad hoc reports involves selecting components to be displayed in the report such as NPM or Goal.
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Report Column
Report column selection for ad hoc reports involves selection of versions and calculations to be displayed in the report.

Reports Screen

Pre-formatted Performance Measure, Annual Performance Goal, Key Program, Evaluation Criteria and BUD-2 reports can be
generated and printed out in this screen; data in reports can be filtered before or after retrieving the report.

Resources

A Resource is a descriptive detailed entry under an Appropriation; depending upon the particular cycle of the budget process there
may be dollars and FTEs associated with the Resources; each Resources must have associated an Allowance Holder.

Resource Screen

Resource information for a specified NPM or AH can displayed and updated; comparative resource information (dollars and FTES)
can be viewed for up to three different versions; users with edit/update access can add, update, or delete resource information; Key
Programs, APGs, and PMs can be assigned and unassigned.

Resource Value
The dollar and FTE amount allocated to a Goal, Objective, or Subobijective.
Resource Tree

Structure in which resource information for a particular NPM or AH can be viewed at every level in the Resource Screen;
Goal/Objective/Subobjective/Program Component (optional)/ Resources/ Allowance Holder or NPM (depending upon user type)/
Appropriation. The tree can be expanded and collapsed

Responsibility Center
Finer level of detail for an Allowance Holder.
Retrieve

Retrieve will fetch and display information that has been requested; for example clicking Retrieve in the Multi-version Resource
Edit/Browse Screen will return resource information for the versions selected.

Risk

Initial and residual risk levels can be selected for a Subobjective's Evaluation Criteria; this information is specific to a Subobjective,
version, cycle, and fiscal year.

RPIO
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Refers to a group/department associated with a specified Appropriation; there is a loose one-to-one association between RPIO and NPM; each
RPIO has associated to it or owns certain Allowance Holders. In BAS, every RPIO is assigned an RPIO Code (usually a letter), and a long title.
RPIO codes and titles are as follows:

RPIO Code RPIO Long title

RT REGIONS TOTAL

11 ADMIN/STAFF

13 AA OFC. INTL. ACTIVITIES

17 OFFICE OF THE CHIEF FINANCIAL OFFICER

16 AA ADMIN & RES MGT

41 AA POLICY

77 AA ENFORCEMENT & COMPLIANCE ASSURANCE
39 GENERAL COUNSEL

35 INSPECTOR GENERAL

75 AA SOLID WASTE & EMERGENCY RESPONSE

26 AA RESEARCH AND DEVELOPMENT

20 AA PREVENTION, PESTICIDES & TOXIC SUBSTANCES
27 AA AIR & RADIATION

30 AA WATER

10 REGION 10, SEATTLE

REGION 1, BOSTON

REGION 2, NEW YORK

REGION 3, PHILADELPHIA

REGION 4, ATLANTA

REGION 5, CHICAGO

REGION 6, DALLAS

REGION 7, KANSAS CITY

REGION 8, DENVER

REGION 9, SAN FRANCISCO
EXECUTIVE STEERING COMMITTEE

© 0N Ul WN P

(]
©
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98 AGENCY UNALLOCATED

18 OFFICE OF ENVIRONMENTAL INFORMATION
93 RESERVE

9H RESERVE

Save

Save will commit information to the database and any changes (additions, updates, or deletions) will be stored; information that has
not been saved will not be added, updated, or deleted and the changes will not be displayed in the future.

Security

Controls access method to specific budget information by user type; detailed security features include access by version, cycle, and
the specific descriptive information.

Select
To choose an item on the screen; for example to select a Goal the user would click on the Goal title on the screen.
Selected List

List of items that have been selected from the Available List; items in the Selected List are assigned or associated such as
Performance Measures or Sensitive Populations.

Sensitive Population

Selectable information associated with a Subobjective; this information is specific to a Subobjective, version, cycle, and fiscal year.
Service Delivery

Selectable information associated with a Subobjective; this information is specific to a Subobjective, version, cycle, and fiscal year.
Single Version Resource Edit/Browse Screen

Resource information for a specified NPM or AH is displayed in a grid format for the Base Version; users with edit/update access
can update resource information; Sort and Filter features enable the user to control the scope and order of resource information
displayed; users with edit/update access can add, update, and delete resource records.

Single Version APG Edit/Browse Screen
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Annual Performance Goal information for a specified NPM or AH is displayed in a grid format for the Base Version; users with
edit/update access can add, update, or delete APGs; Sort and Filter features enable the user to control the scope and order of APG
information displayed.

Single Version

Indicates information for only one version (generally the Base Version) is displayed in a screen or a report.
Sort

Sort enables the user to control the order of information displayed on a screen.

Strategic Plan

The highest level of organization for the budget planning process, all budget information is arranged under the Strategic Plan by
version, cycle, and fiscal year; if a goal or other descriptive information component is altered then the effect is applied to all versions
under the Strategic Plan.

Superuser

An individual or account type, which has complete control over the actions or operations, applied to the budget information as well
as control over security features.

Title
A descriptive statement for components such as: Goal, Objective, Subobjective, and PMs.
Unassign

To de-select an item from an Objective, Subobjective, or Resources; for example unassigning a Sensitive Population from a
Subobijective.

Universe

Maximum possible performance value, regardless of FY. For example, the total number of beaches in the U.S. that are included in
beach cleanup programs.

Update

To edit or change information; the Update menu option allows the user to make changes to information such as title and statement
information in the Planning Screen.

Units

Descriptive text used to identify a specific function or provide context to desired performance output/outcome (e.g. a funded tribal
grant = ‘Rate’, or number of ‘beaches’ to be cleaned up).
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User Type

User type assigned to each user; NPM user, OC user, OPAA user, View Only user, Allowance Holder user (Regional and
Headquarters); level of access to versions is dictated by the assigned user type.

User Password
User defined password required for entry into the Budget Automation System.

Version

Under each Strategic Plan there may exist numerous different versions for each phase/cycle of the budget process.
View Access

Users with View rights are only able to view information and are unable to add, update, and delete information.
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Superuser Options

Group Information Screen

The Group Information Screen can be accessed from the file menu bar. Click SECURITY, and then select USER/GROUP
INFORMATION. Only the Superuser has access to this screen.
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The User/Group Information screen allows the user to view each group and individual user's capabilities and limitations to the
Budget Automation System.

TREEVIEW OF GROUPS AND USERS

A treeview of all Groups are displayed on the left side of the screen. User Groups are Superuser, NPM User, AHR (Regional
Allowance Holder), AHH (Headquarters Allowance Holder), OC User, OPAA User, and View Users.

To view all the group users, click the plus sign (+) to the left of a group in the tree. The tree will be expanded to display all users
assigned to the group. User ids and the user's last name and first initial will be displayed.

VIEWING AND UPDATING GROUP INFORMATION

Double-click on the desired group to view Group Information and Group Permissions. The Group Information tab displays the group
name, group type, and a brief description.

To view the group's access to versions in the system, click the Group Permissions tab to view each group's access to versions.
Strategic Plan, Fiscal Year, Cycle, and Version information is displayed. Group permission (access level) for each version is
displayed. The different group permissions are: No Access, View Only, and Update. The Superuser can change group permissions
for a version by selecting the desired access level from the drop-down box. Click SAVE.

VIEWING AND UPDATING USER INFORMATION

The Superuser may view and update various information for individual users. Highlight the desired user in the treeview. Double-
click on the user name. Depending upon the user's group, different information can be viewed.

User information is available for all users in all groups. The User Id, Password, user's first and last name, and any additional
comments are displayed.

AHR AND AHH USERS

The Superuser can also view and update the Allowance Holder codes that AHH (Headquarters Allowance Holder) and AHR
(Regional Allowance Holder) users have access to by clicking on the AH Selection tab. The Selected list displays the AH codes the
user has access to. To assign the user access to additional AH codes, highlight the AH code in the Available list and click the left
arrow to move the AH code to the Selected list. Click SAVE.

NPM AND RPIO USERS

The Superuser can view and update NPMs and RP10s which NPM and OC users have access to. Click the NPM Selection tab to
view the NPM codes to which the user has access. To assign the user access to more NPMs, highlight the desired NPM code in the
Available list and click the left arrow to move it to the Selected list. To assign the NPM or OC user access to more RPIOs, highlight
the desired RPIO code in the Available list and click the left arrow to move the RPIO code to the Selected list. Click SAVE.

OPAA USERS
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The Superuser can assign OPAA users access to goals. Click on the Editable Goals tab to view the Goals to which the OPAA user
has access. To assign the OPAA user access to more goals, highlight the desired goal in the Available list and click the left arrow to
move the Goal to the Selected list. Click SAVE.

ADDING A NEW GROUP

To add a new group, highlight a group in the treeview and right click. Select New Group from the menu. Enter the new Group
name, type, and a brief description. Click SAVE. The new group will be added to the treeview along with the other groups.

DELETING A GROUP

To delete a group, highlight the group and right click. Select Delete Group from the menu. Click YES to confirm the deletion.
Remember that deleting a group will also result in the deletion of all users assigned to the group.

ADDING A NEW USER TO A GROUP

To add a new user to a group, highlight the group to which the user will be assigned. Right click and select New User from the
menu. Enter User id, password, first name and last name, and any additional comments in the User Information tab. Click SAVE.
The new user will be able to use the Budget Automation System. The new user will appear underneath the group in the tree.

DELETING A USER

The Superuser may also delete a user from a group. Highlight the user's name in the tree and right click. Click Delete User.
Confirm deletion by clicking YES.

Actuals Correction

An Actual Version ("ACT" budget cycle) must be the currently selected version to view Actuals Version data in this screen (see
Version Selection).

VIEWING ACTUALS VERSION DATA
0 Select an RPIO code from the drop down box.
0 Select the Resource Type from the drop down box on the top, right of the screen.
o0 Click RETRIEVE.
UPDATING ACTUALS VERSION DATA
o Click in the field you wish to edit.
0 Select the appropriate data from the drop down box.
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If a drop down box is not available, enter the change manually.
0 Click SAVE.
ADDING ADDITIONAL ROW (S) OF DATA
0 Click INSERT.

Select the necessary data from the drop down boxes and enter in the necessary data where drop down boxes are not
available.

o Click SAVE.
DELETING ROW(S) OF DATA
Highlight the row(s) you wish to delete by clicking on any field in that row.
o Click DELETE.
0 Click YES in the Delete Confirmation message window.
o Click SAVE.

o

Budget Maintenance

Strategic Plan

The Superuser can create a new Strategic Plan, or delete an existing Strategic Plan. Deleting an existing strategic plan will remove
all data within that strategic plan from the system.

CREATE A NEW STRATEGIC PLAN
The Super User may create a new strategic plan as necessary for each new budget cycle.
Select Budget Maintenance>Strategic Plan>Create New from the menu.
DELETE A STRATEGIC PLAN
Select Budget Maintenance>Strategic Plan>Delete from the menu.

Partial Version
PARTIAL VERSION OPERATIONS
See Also:
o Partial Version Resource Adjustments
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0 Reset Resources
0 Reset National PM Targets

The Superuser can Copy, Merge and Delete Resources, Key programs, National APG’s and National PM Targets. The Superuser
may also adjust resources, reset resources and national PM targets.

Superusers may open the Partial Version Operations screen by:
0 Selecting Budget Maintenance on the BAS toolbar.
o0 Scroll down to Partial Version and select Partial Version Operations.

. | Budget Mainkenance Data Mainkenance  Diskribute  EPfRes |

Strategu? Plan Hl. 5 ) Eﬁ
1H. Full Yersion r Inkranct Lo i@ L O

Partial Wersion Partial Yersion Operations

Actuals Carrection

Change Tracking Log
AP Linking
Celete Multiple Yersions

IFMS Impork

Clear IFM3 Import
Bctuals Files Join
Auko-Irmpork Correckion

COPYING
0 Select copy.
o0 Inthe box below select Resources and or Key Programs, National Apg’s and National PM Targets.
0 Select a Source Version by using the drop down boxes. Select a Strategic Plan, Fiscal Year, Cycle and Version
0 Select a Target Version by using the drop down boxes. Select a Strategic Plan, Fiscal Year, Cycle and version.
o0 Specify filter by choosing the column you wish to filter from the Column Name list. Select the value from the value list.

o Click OK
For more details on the Filter function see the Filter Feature section.
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COPYING KEY PROGRAMS: Follow the steps above but note when only Key Programs are selected, only unlinked Key Programs
will be copied. Target filter matches are deleted and replaced with the source filter matches

COPYING RESOURCES: Key Program links that are attached to the target filtered resources will be deleted when the resources
are deleted. Only source-filtered resources will be copied and no links will be replaced.

COPYING KEY PROGRAMS AND RESOURCES: Follow the steps above but note if Key Programs and Resources are selected,
targeted filtered resources will be deleted along with any links attached. Unlinked filtered key Programs will be deleted and if a key
program filter is selected it will be applied to unlinked Key Programs only. Linked Key Programs will not have a Key Program filter

applied to it unless a possible collision with a source unlinked Key Program exists.

MERGING

Select merge.

In the box below select Resources and or Key Programs, National Apg’s and National PM Targets.

Select a Source Version by using the drop down boxes. Select a Strategic Plan, Fiscal Year, Cycle and Version
Select a Target Version by using the drop down boxes. Select a Strategic Plan, Fiscal Year, Cycle and version.
Specify filter by choosing the column you wish to filter from the Column Name list. Select the value from the value list.
Click OK

O O 0O O O O

MERGING KEY PROGRAMS: Follow the steps above but note only unlinked Key Programs will be merged. Target filter matches
will just result in the merging of dollars and fte’s. The target factor remains the same

MERGING RESOURCES: Follow the steps above but note when resources are selected only key Programs linked to target filters
will be merged.

MERGING KEY PROGRAMS AND RESOURCES: Follow the steps above but note the unlinked Key Programs will follow the rules
of merging Key Programs. For linked Key Programs that match in the source and the target, the target key program succeeds and
nothing changes. Linked key programs that exist in the source and not in the target will be copied over. If a resource match exists
where the source (A) resource has two key program links and the target (B) has only one link, the link that exists in the source that
does not exist in the target will be copied over with a factor of 0.

SOURCE (A)

Approp SubAppFund AH  RC Local Goal Obj Prg/PrjAg Act RPIOAct Comp ITProjects BOC KeyProg Dollars  FTE

1060 |0 EAR 11 B I m (04 A 001 10 2 $30.0
1060 |01 E R 11 B m {04 £ 001 10 4 0.0

TARGET (B)
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&pﬁgﬂp SubAppFund AH RC Local Goal Obj Pry/PrjAg Act RPIOAct Comp [TProjects BOC KeyProg Dollars FTE

j|B2 I1DED |D1 I“ﬁ. IDDS |1 |D1 |D4 |f-‘4 | IDEH | |1|] P<2 I $1DD.I]|
RESULTS(C)

|A|:||:ur Subdppr Fund  AH  RC Local Goal Obj Pro/Pri Aghct  RFIDAC PC ItPro) BOC F.eyProg Factor
[e B2 oeo for fa oz ffrope R oo | [10 [«2

=If

002 |LA&MCT 10

N 0 0
3 C2 02 e 1 45 B

DELETING
0 Select delete.
In the box below select Resources and or Key Programs, National Apg’s and National PM Targets.
Select a Source Version by using the drop down boxes. Select a Strategic Plan, Fiscal Year, Cycle and Version
Specify filter by choosing the column you wish to filter from the Column Name list. Select the value from the value list.

Click OK

O O O

NOTE: If the user does not specify a filter, the rules of a full version delete will occur.

RESOURCE ADJUSTMENTS
0 Select Resource Adjustments
In the box below it will ask: Adjust Resource Records by Factor
o Enter the factor you wish to adjust the Resources
0 Select a Source Version by using the drop down boxes. Select a Strategic Plan, Fiscal Year, Cycle and Version

Specify filter by choosing the column you wish to filter from the Column Name list. Select the value from the value list
o Click OK
RESET RESOURCES

Select Resources or Key Programs
0 Select a Source Version by using the drop down boxes. Select a Strategic Plan, Fiscal Year, Cycle and Version
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o Specify filter by choosing the column you wish to filter from the Column
the value from the value list

NOTE: Follow the steps above but note only unlinked Key Programs and or Resources will be reset.

APG Baseline Creation
APG Baseline Creation can be accessed through the APG Grp. Maint. Screen
APG BASELINE CREATION

0 Select an APG Group by clicking on the row

0 Click on Baseline at the bottom of the screen

i APG Group Creation/Edit x|
Stategic Plan: || 3.0 September 2003 Strategic Plan LI
APG Group Code APG Group Title Goal Objective Subobjective 5tTarget 3
m Reduce air Toxic Emizsions 1 1 2
|IIJD2 Reduce Ozone and Ozone Frecurzors
|IDD3 Reduce Particulate i atter 3 1 1
|IDD4 Reduce CO, 502, NOZ, Lead
"DUE Reduce CO
"DUE Reduce 502
"DU? Dzone Measurement Research 1 3 2
"DUB State Implementation of MACT Standards 1 1 2
"EIDEI Fromulgate Techhology Based Standards 1 1 2
||IZI1 i Improve Wisibility 1 1 1
1 3 2

||EI11 Dzone Research

A new screen will pop up labeled Baseline Assignment with a grayed out box on the right side of the screen.

Index

Name list. Select
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4 Baseline Assignr x|

Strategic Plan: || 3.0 - Septemnber 2003 Strategic Plan

Fizcal Year Ij

APG Group |DD1 -Reduce Air Tosic Emissions Ij

Cucle

Yersion E

Baseline

Save Cancel

Place your curser in the box and select Fiscal Year from the drop down menu.

Select the cycle from the drop down menu.
Select the version from the drop down menu.
Enter the text you want assigned in the box below
Click save.

O O O O O

APG Groups Creation

The Superuser can create an APG Group and an APG Group Title the Superuser can assign Goal, Objective, Subobjective, and
Strategic Target and can assign Baseline to APG Groups.

The NPM user can edit and add a Goal, Objective, Subobjective and Strategic Target. The NPM user can also assign Baseline
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CREATING AN APG GROUP
To Access the APG Grp. Maint. Button:

File Edit Security Management Reporks APG Grp, Maint,  Budget Maintenance Data Maintenance Distribute  KP/Res Link Data Import  Help

M. £ & . % . & B . .0, 8. . % © £ K

er Zelection Flanning  Jesource E'E - MY Res BB Modeling  dHoc Repor  Create PRz Commits PERE APGEIE Intranct Login Lag OFf Exit

o Click on the toolbar.

% Strategic Plan: || 3.0- September 2003 Strategic Plan ;I
APG Group Code APG Group Title Goal Objective Subobjective  5tTarget ﬂ
m R educe Air Toxic Emissions 1 1 2
IIDD2 R educe Ozone and Ozone Precursors
IIDDS Feduce Particulate Matter
“DEI4 Feduce CO, 502, NOZ, Lead
“DEIS Fieduce CO
“DEIB Fieduce 502
“DEI?" Dzone Measurement Research 1 3 2
“DEIB State Implementation of MACT Standards 1 1 2
IIDEIEI Fromulgate Technology Based Standards 1 1 2
IID'I 0 Improve Wisibility 1 1 1
||D'I'I 0zone Research 1 [ 2
[

The APG Screen will appear

o Click on the insert button
o0 Add the APG Group Code, title, goal, objective, subobjective and strategic Target
0 Click save
SORT
The user can re-order the resource information displayed on the screen for more convenient viewing or updating.
0 Click Sort at the bottom of the screen.
For more details on the Sort function see the Sort Feature section.
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FILTER

The user can control the scope of resource information displayed on the screen for more convenient viewing and updating.
o Click Filter at the bottom of the screen.

For more details on the Filter function see the Filter Feature section.

REFRESH

Clicking the Refresh button will ensure the User is viewing all information that has been added, updated, and deleted by other users
while the User was logged into the system. When Refresh is clicked, the screen collapses and is re-populated with all current
information

Click Refresh at the bottom of the screen

BASELINE

The Super user and the NPM user can assign a Baseline.

Click Baseline at the bottom of the screen.

For more details on the Baseline function see the APG Baseline Creation section

}
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Addendum - Modeling

EPA Payroll Projection Process

» Select ‘Raw’ Payroll Data

Base Cost
Creation
Operations

E Select aggregation columns

I—* Save Base Cost w/description

¥

Select Existing Base Cost Data

5

Add/Modify “Adjusted $/FTE’

=

— Quit

— Add ‘Adjusted $/FTE’

¥

Save

Y

Quit

\_¢

— Create/Tun Scenario

Quit

Save New Base Cost w/description

» Select Existing Base Cost Data

Base Cost
Modification
(Adjust $/FTE)

L Add/Modify ‘Adjusted $/FTE’

{

Create/run Scenario

L Save (Overwrite) Existing Base Cost

A 4

Index
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EPA Payroll Projection Process

Select Existing Base Cost Data

Scenario
Operations

.

Create Scenario

Select Existing Scenario

[ Modify Scenario

Quit

nave

¥

Save 1

Quit

'

Run Scenario




